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CHAPTER  I 


THE  STATEMENT  OP  THE  PROBLEM  AND  DEFINITIONS  OP  TERMS 

I THE  PROBLEM 

Statement  of  the  problem.  The  validity  of  the  Turse 
Shorthand  Aptitude  Test  based  on  a study  of  forty-one  pupils  in 
a class  of  second-year  shorthand  at  the  North  Quincy  High 
School,  North  Quincy,  Massachusetts. 

Importance  of  the  study.  North  Quincy  High  School  has 
joined  other  foresighted  institutions  in  attemoting  to  select 
pupils  for  the  Stenographic  Course  by  means  of  prognostic  tests. 
With  this  purpose  in  mind,  in  May,  1S45,  the  Turse  Shorthand 
Aptitude  Test-'-  was  given  to  all  tenth-grade  business  pupils  in 
the  school. 

The  recognition  of  the  need  for  guidance  through  prog- 
nosis is  reflected  in  articles  that  are  apoearing  with 
great  frequency  in  professional  magazines. ^ 

A survey  of  the  field  shows  that  the  need  for  valid 
prognostic  methods  has  long  been  felt,  primarily  by 
vocational-guidance  counselors.  It  shows,  also,  that  the 
results  of  prognosis  have,  thus  far,  been  discouraging  and 
unsucces sful • ° 

If  the  Turse  Shorthand  Aptitude  Test  proves  to  be  valid. 


-'-Turse,  Paul  L.  Turse  Shorthand  Aptitude  Test.  ( Yonkers - 
on-Hudson,  New  York:  v/brTd  Book  Company,  1940,) 

2Turse,  Paul  L.  "Problems  in  Shorthand  Prognosis."  Journal 
of  Business  Education,  13:  17-13,  May  1958, 

Gordon,  Kaiser.  !!A  Commercial  Teacher  Looks  at  Prognosis. 
Business  Education  World,  p.  409,  January  1941. 


it 


. 


. 

. 

. 

. 

. 

. a 

, 

. 


. 

. 


. r • 

. 


the  following  problems  will  be  well  on  the  way  to  a solution: 

1 Probable  failures  will  be  barred  from  the  Stenographic 
Course;  those  with  a probable  chance  of  success  will  be  en- 
couraged to  enter. 

Educators  are  displaying  an  increasing  interest  in  the 
problem  of  prognosis  in  the  field  of  shorthand,  owing  to 
the  large  percentage  of  students  who  fail  in  each  sem- 
ester *s  work  and  to  the  increased  enrollments  in  the  sub- 
ject,^ 

2 Pupil-discouragement  as  a result  of  failure  in  Steno- 
graphy will  be  avoided  as  well  as  needless  waste  of  energy  on 
the  part  of  teachers  to  train  pupils  for  work  for  which  they 
are  not  suited, 

A recent  study  of  failures  in  high  school  subjects 
in  a large  city  discloses  that  "the  rate  of  failure  for  all 
terms  of  Stenography  is  higher  than  that  for  any  other 
commercial  subjects  2 

3 By  this  means  of  selection,  only  the  best-qualified 
students  will  be  trained,  and  thus  a flood  of  mediocre  steno- 
graphers will  be  kept  out  of  an  already  overcrowded  field. 

The  need  for  some  reliable  method  of  selecting  short- 
hand pupils  has  frequently  been  expressed  by  leading  com- 
mercial educators.  The  placement  and  follow-up  surveys  of 
local  high  school  commercial  departments  and  the  trends 
revealed  by  federal  vocational  statistics  have  indicated 
the  schools*  relative  overemphasis  upon  shorthand  instruc- 
tion in  so  far  as  general  employment  possibilities  are  con- 
cerned  it  is  reasonable  to  assume  that  if  fewer  pupils 


•^Osborne,  Agnes  Elizabeth,  Ph.  D.  The  Relationship  Between 
Certain  Psychological  Tests  and  Shorthand  Achievement.  New 
York,  Teachers  College,  Columbia  University,  1943,  p.  1. 

2City  of  New  York — Forty-Second  Report  of  the  Superintendent 
of  Schools,  City  of  New  York"  Statistical  Section.  Statistical 
School  Year,  1939-1940.  P.  1543,  1941. 
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should  be  encouraged  to  study  the  subject,  only  those 
should  be  encouraged  who  are  most  likely  to  succeed  in  its 
mastery.! 

II  DEFINITIONS  OF  TERMS 

Throughout  this  study,  the  following  terms  will  be  used  as 
defined: 

North  Quincy*  A city  located  about  six  miles  South  of 
Boston,  Massachusetts,  with  a population  of  approximately 
80,000*  It  is  largely  devoted  to  commercial  and  some  manufac- 
turing enterprises* 

North  Quincy  High  School*  A six-year  school  of  approxi- 
mately 1,850  pupils  and  70  faculty  members*  The  Junior  High 
Unit  is  comprised  of  Grades  7,  8,  and  9,  while  the  Senior  High 
Unit  of  Grades  10,  11,  and  12  is  divided  into  the  College  Pre- 
paratory, Business^,  and  General  Courses* 

Business  Course*  It  is  subdivided  into  the  following 
courses:  Clerical,  Stenographic,  Bookkeeping,  and  Salesmanship* 

Stenography  I or  First -Year  Shorthand*  A course,  presented 
in  Grade  11,  which  is  devoted  to  the  study  of  Gregg  Shorthand 
with  some  dictation  practice*  Five  42-minute  periods  for  39 
weeks • 

Stenography  II  or  Second -Year  Shorthand*  A course,  pre- 
sented in  Grade  12,  which  includes  a review  of  the  principles 

^Turse,  Paul  L.  "Problems  in  Shorthand  Prognosis*”  J ournal 
of  Business  Education,  13:  p*  17,  May  1938* 

deferred  to  as  "Commercial"  in  the  Program  of  Studies 
of  the  Quincy  Schools.  __ 
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of  Gregg  Shorthand,  dictation,  and  some  attention  to  English 
grammar  and  punctuation*  Material  to  he  transcribed  in  the 
Typewriting  class  immediately  following  the  Shorthand  class  is 
dictated  three  days  a week.  Five  42-minute  periods  for  39  weeks* 

Transcription*  The  act  or  process  of  reproducing  in  long- 
hand  or  on  the  typewriter  material  taken  from  dictation  in 
Shorthand.^ 

Reliability*  The  accuracy  with  which  a measuring  device 
measures 

Prognosis^*  A forecast  of  the  probable  behavior  of  a par- 
ticular  student  in  terms  of  specific  successes.^ 

Mailable  Letter*  A letter  which  has  been  accurately 
transcribed  from  dictated  notes  and  which  adheres  to  correct 
rules  of  spelling,  English  construction,  and  punctuation;  it 
conforms  to  typewriting  standards  in  arrangement,  neatness,  and 
general  appearance* 

Norms*  The  median  or  average  performance  on  standardized 
performances  on  standardized  tests  of  pupils  of  different  ages 
or  grade  placement,  as  determined  by  the  testing  of  large  num- 

p 

bers  of  pupils. 

Ipict ionary  of  Education*  (New  York:  McGraw  Hill  Book 

Company,  Inc.,  1945)  The  definitions  for  transcription, 
reliability,  and  prognosis  are  taken  from  this  source. 

^Greene,  Harry  A.,  Jorgensen,  Albert  N.,  Gerberich,  J. 

Raymond.  Measurement  and  Evaluation  in  the  Secondary  School* 

(New  York:  Lomans,  Green  & company j 1943)  — 
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Achievement  Test.  A test  which  measures  the  pupil  accom- 


plishment resulting  from  school  instruction."1- 

Intelligent  Quotient  (I.  Q.).  The  ratio  between  mental 

age  and  chronological  age  IQ  z MA/CA.*3" 

Mark*  The  teacher’s  numerical  or  letter  evaluation  of 

pupil  achievement  in  a course  or  area  of  performance.! 

Percentile.  One  of  the  one  hundred  equal  parts  into  which 

a distribution  of  scores  is  divided.'3' 

Coefficient  of  correlation  (r).  A measure  of  relationship 

which  ranges  in  value  from  41.0  through  zero  to  -1.0.^ 

Mean.  The  mean  is  that  point  in  the  scale  above  and  below 

2 

which  are  found  an  equal  number  of  units  of  deviation. 

Median.  The  median  is  that  point  in  the  scale  above  and 

o 

below  which  are  found  an  equal  number  of  cases. 

The  first  quarter  of  Stenography  II  reveals,  to  a large 
extent,  the  pupils  who  will  ultimately  succeed  or  fail  the 
course.  In  an  effort  to  keep  probable  failures  from  entering 
Stenography  II,  some  unsuccessful  attempts  at  guidance  in  this 
direction  have  been  made  in  the  past  at  North  Quincy  High  School. 

■^Greene,  Harry  A.,  Jorgensen,  Albert  N.,  Gerberich,  J. 

Raymond • Measurement  and  Evaluation  in  the  Secondary  School. 

(New  York:  Lomans,  Green  & Company,  1943 ) 

2 

Tiegs,  Ernest  W.  and  Crawford,  Claude  C.  Statistics  for 
Teachers.  (Boston:  Houghton  Mifflin  Company,  1930)  P.  63. 
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For  a while,  the  I.  Q.  became  the  determining  factor.  Then  an 
attempt  was  made  whereby  only  those  pupils  who  had  attained  "A" 
or  "B"  in  Stenography  I and  Typewriting  II  could  be  admitted  to 
Stenography  II.  Later  an  "A"  or  "B"  in  English  was  required  in 
addition  to  the  above  stipulation. 

It  is  a generally  accepted  conclusion  that  the  I.  Q. 
and  grade  in  English  are  about  as  good  a predictive  instru- 
ment as  any  of  the  aptitude  tests  at  present  constructed. 

These  standards  were  soon  found  to  be  worthless,  for  some 

of  the  pupils  admitted  under  these  restrictions  proved  to  have 

greater  difficulty  than  some  "C"  students  had  had  in  the  past. 

This  naturally  implied  that  some  students  who  might  have  been 

successful  had  been  barred  from  the  course. 

As  a result  of  these  unsatisfactory  attempts  at  guidance, 

of  late  only  those  pupils  who  fail  Stenography  I are  prohibited 

from  taking  Stenography  II  while  low  "C"  students  are  advised 

not  to  continue. 

There  is  but  one  way  to  prevent  failure,  either  in 
school  or  after  graduation,  and  that  is  a process  of  care- 
ful selectivity  preceding  the  beginning  of  a period  of 
instructions  in  any  field.2 

It  is  hoped  that  the  Turse  Shorthand  Aptitude  Test  proves 
to  be  the  "process  of  careful  selectivity." 

Failure  of  some  good  students  to  succeed  in  Stenography  II 
has  been  a baffling  problem  to  teachers,  pupils,  and  parents. 

lTurse,  Paul  L.  "Problems  in  Shorthand  Prognosis."  Journal 
of  Business  Education,  13:  18,  May  1938. 

^Maclean,  Lola  and  Pilcher,  Imogene.  "Placement  of  Graduates 
in  the  Commercial  Field."  National  Business  Education  Quarterly, 
4:  42,  May  1938.  
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Pupils  who  have  mastered  Stenography  I and  have  always  passed 
in  all  subjects  in  their  school  career  sometimes  fail  Steno- 
graphy II.  The  pupils  are  bewildered  and  discouraged  by  ti is 
turn  of  events,  and  parents  are  sometimes  critical  of  the  teach- 
er condemning  her  as  a "hard  marker."  The  effect  of  a failing 
grade  on  an  otherwise  good  record  is  despaired  of  by  pupils, 
parents,  and  teachers  as  well. 

If  the  Turse  Shorthand  Aptitude  Test  can  forestall  this 
failure  of  conscientious  pupils,  it  will  have  served  its  pur- 
pose. Parents  usually  ask  why  their  children  cannot  pass  this 
subject,  and  it  is  difficult  for  a teacher  to  provide  a convinc- 
ing answer  due  to  the  fact  that  so  many  factors  are  involved. 

The  only  solution  seems  to  be  to  catch  these  misfits  before  it 
is  too  late. 

Experimental  studies  that  deal  with  selection  of  stu- 
dents have  been  made  in  some  school  systems,  and  it  is 
reported  that  pupils,  parents,  and  administrators  have 
reacted  favorably  to  the  re  suit  s.-*- 

Finally,  it  is  hoped  that  the  Turse  Shorthand  Aptitude  Tes 
proves  valid  so  that  only  the  best  qualified  students  will 
be  trained  and  sent  out  to  take  their  places  in  s tenographic 
positions • 


It  may  be  the  lesser  of  two  evils  to  allow  absolute 
freedom  of  choice  in  pupil  programming  rather  than  admin- 
ister aptitude  tests,  but  it  is  an  evil  nevertheless  when 


■Oyster,  Elvin.  "Prognosis  of  Scholastic  Success  in  Steno- 
graphy." National  Business  Education  Quarterly,  7:  31-34, 

1958. 
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this  procedure  results  in  the  training  of  seven  to  eight 
times  more  stenographers  than  can  be  absorbed  by  industry* 

A competent  personnel  worker  must  answer  four  ques- 
tions regarding  each  pupil: 

1 What  general  academic  ability  does  the  pupil  pos- 
sess? 

2 What  special  aptitudes  and  abilities  are  present 
and  to  what  degree? 

3 What  interest  patterns  does  this  pupil  possess 
at  present  or  potentially? 

4 What  limiting  factors  of  health  and  personality 
are  present? 

Some  of  these  questions  may  be  answered  partially  by 
the  use  of  standardized,  reliable,  and  valid  tests;  others 
can  be  answered  only  upon  the  basis  of  the  judgment  of  the 
person  making  the  selection** 2 

Tuckman  defines  the  Turse  Shorthand  Aptitude  Test  as 
a "prognostic  instrument  designed  primarily  to  eliminate  stu- 
dents who  are  unable  to  benefit  from  the  study  of  shorthand." 

The  Turse  Shorthand  Aptitude  Test  is  one  of  the  most 
recent  of  these  tests  available  for  school  use*  At  the 
present  writing  research  writers  in  the  field  have  not 


^•Turse,  Paul  L.  "A  Defense  of  Aptitude  Tests."  Journal 
of  Business  Education:  19,  December  1941* 

2Hahn,  Milton.  "The  Selection  of  Pupils  for  Commercial 
Subjects."  Business  Education  world:  489,  February  1940. 

Tuckman,  Jacob.  "A  Study  of  the  Turse  Shorthand  Aptitude 
Test."  Journal  of  Business  Education:  17,  November  1943. 
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had  sufficient  experience  with  the  test  to  substantiate 
claims  made  by  the  author.1 

The  Business  Department  of  the  North  Quincy  High  School 
realizes  the  need  for  a reliable  prognostic  test,  and  it  is 
hoped  that  the  Turse  Shorthand  Aptitude  Test  will  fulfill  that 
ne  ed. 


Osborne,  Agnes  Elizabeth,  Ph.  D.  The  Relationship  Between 
Certain  Psychological  Tests  an d Shorthand  Achievement « New 
York,  Teachers  College,  Columbia  University,  1943,  p.  3. 
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CHAPTER  II 

SIGNIFICANT  INFORMATION  FROM 
PREVIOUS  STUDIES  CONCERNING  SHORTHAND  PROGNOSIS 

A considerable  number  of  studies  have  been  made  in  prog- 
nosis in  the  field  of  shorthand.  In  this  chapter,  an  attempt 
has  been  made  to  glean  some  of  the  most  significant  facts  per- 
taining to  this  study. 

First  of  all,  the  contribution  of  Paul  L.  Turse  (author 
of  the  Turse  Shorthand  Aptitude  Test)  will  be  considered.  The 
Turse  Test,  of  which  only  one  form  is  available,  was  copyrighted 
in  1940  by  the  World  Book  Company.^  The  function  of  the  test  is 
to  predict  success  or  failure  in  shorthand.  Complete  informa- 
tion as  to  the  validity  and  reliability  of  the  test,  the  con- 
struction of  the  test,  and  Mr.  Turse's  findings  may  be  found  in 
the  Manual  of  the  Test.  See  Appendix  A. 

The  following  pages  in  this  chapter  are  concerned  with  the 
type  of  prognosis  in  shorthand  prior  to  the  publication  of  the 
Turse  Test,  and  the  results  of  some  studies  based  on  the  Turse 
Test. 

The  idea  of  prognostic  testing  originated  in  1914  with 
Truman  L.  Kelley. 

From  a vigorous  start  in  the  1920's  when  psychologists 

turned  their  major  attention  from  the  measurement  of 

*^Turse,  Paul  L.  Turse  Shorthand  Aptitude  Test.  (Yonkers- 
on-Hudson,  New  York:  World  Book  Company,  1940 ) 
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general  intelligence  to  the  problem  of  measuring  specific 
aptitudes,  some  such  work  has  been  going  on  in  business 
education,  though  little  progress  was  made  during  the 
1930*3 . 1 

While  a considerable  amount  of  literature  has  appeared 
on  the  subject  of  prognosis  in  shorthand,  most  of  this  lit- 
erature deals  with  various  experimental  measures  used  in 
the  attempt  to  isolate  shorthand  aptitudes  and  the  results 
to  be  obtained  from  the  use  of  such  measures.  What  seem  to 
be  lacking  are  critical  evaluating  data.^ 

From  time  to  time,  various  individuals  have  experimented 

with  prognosis  in  shorthand,  basing  their  studies  on  the  factors 

of  intelligence,  English,  and  foreign  languages. 

We  have  discovered  that  low  intelligence  and  poor 
English  serve  as  fairly  good  bases  for  stating  that  a stu- 
dent will  not  be  able  to  use  shorthand  vocationally. 3 

Surveys  have  revealed  positive  correlation  between 
success  in  the  mastery  of  shorthand  and  success  in  the 
mastery  of  foreign  languages.  The  mastery  of  these  sub- 
jects requires  a strong  English  background  which  should 
include  an  extensive  vocabulary,  English  sense,  and  an 
ability  to  punctuate  properly.  Unless,  then,  a pupil  pos- 
sesses this  English  background,  it  seems  useless  for  him  to 
attempt  the  study  of  shorthand. 4 

Others  have  used  teachers*  marks  as  a basis  of  prognosis. 


^Hardaway,  Mathilde.  "Prognostic  or  Aptitude  Tests  for 
Skill  Subjects."  Business  Education  World:  371,  March  1945. 

p 

Turse,  Paul  L.  "Research  Studies  in  Prognosis."  Business 
Education  World;  23,  September  1942. 

^Maclean,  Lola  and  Pilcher,  Imogene.  "Placement  of  Graduates 
in  the  Commercial  Field."  National  Business  Education  Quarterly 
4:  42,  May  1936. 

^Whalen,  John  J.  "Guidance  in  Commercial  Subjects."  Balance 
She  et ; 115,  November  1937. 
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Turse'*'  states,  "The  unreliability  of  teachers1  marks  has 
long  been  known." 

Osborne2  confirms  the  above  quotation  with:  "Studies  of 

teachers*  marks  indicate  inequalities  in  the  standards  of  mark- 
ing employed  by  different  teachers." 

Some  individuals  have  employed  try-out  courses. 

If  large  numbers  of  students  pass  first-year  shorthand 
only  to  fail  in  the  advanced  course  (and  this  happens  fre- 
quently), a trial  of  three,  six,  or  eight  weeks,  during 
vtfiich  the  coordination  of  skills  needed  in  production  work 
is  not  tried,  can  hardly  be  expected  to  predict  the  suc- 
cessful completion  of  the  course. ^ 

A shorthand  writer  must  possess  good  hearing....; 
manual  dexterity...,;  word  sense,  a good  vocabulary,  a good 
mastery  of  structure.  It  should  be  obvious  to  anyone  that 
a short  try-out  course  in  shorthand,  which  must  be  devoted 
to  the  study  of  shorthand  principles  and  their  application 
in  the  writing  of  simple  words,  will  not  reveal  the  above 
characteristics .4 

Bills, ^at  the  Carnegie  Institute  of  Technology,  conducted 
one  of  the  first  studies  (in  1921)  for  the  purpose  of  predicting 


^•Turse,  Paul  L.  "Problems  in  Shorthand  Prognosis."  J oumal 
of  Business  Education:  17,  May  1938. 

2 

Osborne,  Agnes  Elizabeth,  Ph,  D.  The  Relationship  Between 
Certain  Psychological  Tests  and  Shorthand  Achievement.  New 
York,  Teachers  College,  Columbia  University,  1943,  p.  12. 

^Hardaway,  0£.  ci t . , p.  372. 

%ichols,  F.  G.  Commercial  Education  in  High  School. 

(D.  Appleton-Century  Company,  1933)  P.  213. 

^Bills,  M.  A.  "A  Test  for  Use  in  the  Selection  of  Comp- 
tometer Operators  and  Stenographers."  Journal  of  Applied 
Psychology,  5:  275-283,  September  1921. 
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success  in  a stenographic  course  and  probable  success  in  the 
business  world*  Mr.  Bills  gave  his  entire  class  of  eighty 
students  three  tests:  a general  intelligence  test,  a special 

aptitude  test  in  shorthand  and  typewriting,  and  the  Downey  Will- 
Temperament  Test.  His  findings  were  as  follows: 

1 A battery  of  tests  is  more  effective  than  any  single 
test  both  in  eliminating  failures  and  in  picking  suc- 
cesses. 

2 Of  the  single  tests,  the  General  Intelligence  is  the 
most  reliable  in  eliminating  failures. 

5 The  Special  Ability  test  proved  to  be  best  for  selectirg 
successes . 

4 Failure  can  be  predicted  by  the  tests  with  over  85 
per  cent  of  accuracy. 

5 Successful  stenographers  can  be  selected. 

Furthermore,  a few  years  later,  in  1924,  Ohmann**-  correlated 

scores  from  the  Blackstone  Stenographic  Proficiency  Test  with 
scores  obtained  from  the  following  criteria:  spelling,  language 

ability,  personal  rating,  intelligence,  vocabulary,  and  motility. 
The  predictive  value  was  scarcely  better  than  chance,  with  the 
highest  coefficient  of  correlation  being  .57  for  both  language 
and  motility. 

^Ohmann,  Oliver  Arthur.  The  Measurement  of  Natural  Capacity 
for  Skill  in  Stenognafoy . (Mas ter1 s Thesis,  State  University 
of  Iowa,  1924.) 
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Still  later,  in  1928,  Sukovaty1  revealed  in  his  thesis  a 
correlation  of  ,329  between  Elementary  Business  Training  and 
Elementary  Shorthand* 

Sherman^  figured  correlations  between  success  in  shorthand 
and  the  following  criteria:  reading  comprehension,  reading  rat$ 

penmanship  quality,  intelligence,  penmanship  speed,  spelling, 
speed  of  motor  action,  typewriting  achievement,  average  grade 
in  English,  and  general  grade-point  average.  It  is  interesting 
to  note  that  general  grade  placement  revealed  the  most  signifi- 
cant correlation  (/.606). 

Hargrav^  studied  the  relationship  between  achievement  in 
shorthand,  intelligence,  clerical  aptitude,  and  achievement  in 
English.  In  her  study  she  used  the  Otis  Self -Administering 
Test  of  Mental  Ability;  Cross  English  Test;  and  Detroit  Clerical 
Aptitude  Examination.  The  Junior  Shorthand  Test  by  Edith  V. 
Bisbee  was  used  to  measure  the  shorthand  achievement  of  the 
pupils  at  the  end  of  the  first  year  of  shorthand.  This  test 
covers  a knowledge  of  subject  matter;  ability  to  take  dictation; 

***Sukovaty,  Arnos t.  A Study  of  Elementary  Business  Training 
as  an  Indication  of  Provable  Success  In  'the  Maj or  Commercial 
Subjects ♦ (Mas ter *s  Thesis,  ftew  York  State  College  for 
Teachers , 1928.) 

p 

Sherman,  Marsdon  A.  "Study  of  Prognosis  in  Shorthand." 
Business  Education  World:  696,  April  1942. 

^Hargrave,  Marjorie  I.  The  Relationship  Between  Achievement 
in  Shorthand,  Intelligence, ' Clerical'  Aptitude  and  Achievement 
in  Englis h ♦ ( Mas  ter 1 s Thesis  . College  of  the  State  University 

of  Iowa,  1942} 
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ability  of  students  of  read  their  own  notes.  Her  conclusions 
are  as  follows: 

1 Coefficient  of  correlation  between  the  clerical  aptitude 

test  and  the  shorthand  test  ,3246  £ .0499.  (146  cases) 

2 Coefficient  of  correlation  between  mental  ability  test 

and  shorthand  achievement  test  .3288  -f.0496.  (147  cases) 

3 Coefficient  of  correlation  between  achievement  in  Eng- 
lish and  shorthand  achievement  .5179  i.  .0407.  (147  cases) 

Dodson"*"  studied  the  prognostic  value  to  be  attained  from 
the  grades  made  in  high  school  other  than  commerce;  and  the 
relationship  between  intelligence  and  the  work  accomplished  in 
shorthand  and  typewriting.  Some  of  her  most  significant  find- 
ings are  as  follows: 

1 The  grades  of  pupils  for  their  first  three  years  of 
high  school  work  were  correlated  with  the  commerce 
grades  at  the  end  of  a year^  work.  The  correlation 
between  shorthand  and  other  courses  taken  vary  from  .43 
to  .74. 

2 The  coefficient  of  correlation  between  Intelligence  and 
shorthand  was  found  to  be  .18  i .10.  The  Henmon-Nelson 
Test  of  Mental  Ability  was  used.  The  lowness  of  the 
correlation,  the  author  states,  may  be  attributed  to  the 

^Dodson,  Mary  Helen.  A Study  in  Shorthand  and  Typewriting 
Prognosis.  (Master1 s Thesis.  University  of  Kentucky,  1943. ) 
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fact  that  the  shorthand  grades  used  in  determining  the  results 
were  given  by  a number  of  different  teachers, 

Dodson  also  gave  a series  of  tests  to  a group  of  secreta- 
rial students  who  had  not  had  previous  experience  with  short- 
hand* The  Turse  Shorthand  Aptitude  Test  was  given  at  the 
beginning  of  the  year;  an  intelligence  test  at  the  beginning  of 
the  term;  and  the  Turse-Durost  Shorthand  Achievement  Test  at  the 
end  of  the  school  year.  High  school  grades  and  actual  grades 
in  shorthand  at  the  end  of  the  year  were  also  collected* 

The  results  of  her  study  are  as  follows: 

1 Correlations  between  shorthand  and  courses  taken  prior 
to  the  study  of  shorthand  vary  from  *31  to  .71. 

2 Correlation  between  shorthand  aptitude  and  shorthand 
achievement  test  is  .79. 

3 The  correlation  between  the  shorthand  grades  for  the 
first  six  weeks  and  the  final  shorthand  grades  was 
found  to  be  .69. 

Dodson  also  found  that  the  Turse  Shorthand  Aptitude  Test 
"has  fairly  high  predictive  value,"  and  that  "there  is  an  indica 
tion  that  if  a student  makes  a score  lower  than  295  on  the  test 
he  will  not  be  likely  to  do  well  in  shorthand." 

Osborne* s^-  study  is  based  on  the  results  of  139  pupils 


^■Osborne,  Agnes  Elizabeth,  Ph.  D.  The  Relationship  Between 
Certain  Psychological  Tests  and  Shorthand  Achievement.  New 
¥ork.  Teachers  College,  Columbia  University,  I§^3T 
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tested  in  the  second  semester  of  Gregg  Shorthand  in  four  public 
day  high  schools  in  Newark,  New  Jersey.  She  used  the  Otis  Self- 
Administering  Test  of  Mental  Ability;  Iowa  Silent  Reading  Tests; 
Institute  of  Educational  Research  General  Clerical  Test,  C-l; 
Revised  Minnesota  Paper  Form  Board  Test  (a  test  of  spatial  rela- 
tionships); Shorthand  Learning  Test,  Semester  I;  Gates  Visual 
Perception  Tests. 

The  reliability  of  the  Shorthand  Learning  Test  used  as  the 
criterion  of  shorthand  achievement  in  the  study  is  exceptionally 
high.  The  fcur  subtests  consist  of  dictation,  brief  forms, 
phrases,  reading  and  transcription. 

Osborne^  results  are  as  follows: 

1 There  is  some  degree  of  relationship  between  intelli- 
gence and  shorthand  achievement  (.3582). 

2 The  relationship  of  the  Iowa  Silent  Reading  Tests 
(which  measure  reading  skills)  and  the  Institute  of 
Educational  Research  General  Clerical  Test,  C-l  (which 
measures  clerical  items  and  procedures)  to  shorthand 
achievement  is  .3577  and  .3757  respectively. 

3 Correlation  of  the  Revised  Minnesota  Paper  Form  Board 
Test  (which  measures  the  ability  to  see  relations  of 
geometrical  figures  and  to  think  correctly  and  quickly 
about  such  relations)  with  shorthand  criterion  is 
.0754. 

a Refutes  the  assumption  that  one  phase  in  the  process 
of  learning  shorthand  Includes  the  ability  to  see 
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relations  of  geometrical  figures  and  to  think  clear- 
ly about  their  relationship* 

4 Correlation  between  Gates  Visual  Perception  Tests 
(which  measure  the  capacity  for  quickly  and  accurate- 
ly discriminating  symbols)  and  shorthand  criterion 

is  .0905* 

5 There  is  a negative  correlation  between  shorthand 
criterion  and  chronological  age. 

Osborne  draws  the  conclusion  that  none  of  the  correlations 
between  the  shorthand  criterion  and  the  single  tests  or  between 
the  criterion  and  the  combinations  of  tests  is  high  enough  to 
make  prediction  valuable  except  in  a negative  sense. 

However,  Osborne  states  that  the  Shorthand  Learning  Test 
does  not  include  the  ability  to  produce  acceptable  typewritten 
transcripts  or  to  take  dictation  at  a rapid  rate.  Also  the 
skills  measured  by  the  Shorthand  Learning  Test  are  limited  to 
those  learned  early  in  the  second  semester  of  shorthand  trainirg* 
Hok^l  author  of  The  Measurement  of  Achievement  in  Short- 
hand, arranged  a "Prognostic  Test  of  Stenographic  Ability."  It 
is  made  up  of  the  following  seven  parts: 

1 Motor  Reaction.  This  test  calls  for  the  making  of  marks 
in  squares,  requiring  a sort  of  movement  of  the  fingers, 
wrist  or  arms  somewhat  similar  to  that  required  in  mak- 
ing shorthand  characters. 

%oke,  Elmer  R.  The  Measurement  of  Achievement  in  Shorthand. 
(Baltimore,  Md.:  Johns  Hopkins  University  Press,  1923. ) 
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2-3  Speed  of  reading.  Quality  of  writing.  These  tests 

call  for  the  copying  of  a stanza  or  a poem  to  he  written 
not  too  perfectly  or  too  rapidly.  Speed  and  legibility 
are  combined. 

4 Speed  of  reading.  In  this  test,  every  tenth  word  is 
in  parentheses  with  a word  that  does  not  make  sense. 

The  test  is  to  be  read  as  rapidly  as  possible,  and  the 
word  that  makes  sense  in  the  context  underscored. 

5 Memory.  Four  sentences,  each  containing  25  words,  are 
read  separately  at  100  words  a minute.  One  minute  and 
a half  is  allowed  for  each  sentence  to  be  written  from 
memory. 

6 Spelling.  There  are  60  pairs  of  words  in  this  test-- 
one  word  spelled  correctly  and  one  incorrectly.  The 
correct  spelling  is  to  be  underscored. 

7 Symbols.  A series  of  numbers  represented  by  letters. 
Beside  the  series  of  numbers  listed,  the  representative 
letters  are  to  be  placed. 

The  Hoke  Prognostic  Test  of  Stenographic  Ability  has 

never  been  found  to  be  particularly  effective 

Jack2  reports  the  following  findings  based  on  the  presen- 
tation of  the  Turse  Shorthand  Aptitude  Test  to  116  tenth-grade 

^-Jessup,  E.  M.  "The  Application  of  Prognostic  and  Achieve- 
ment Tests  in  Shorthand."  Journal  of  Commercial  Education,  57: 
173,  1928. 

2jack,  Melvin  C.  Report  of  Findings  on  Turse  Shorthand 
Aptitude  Test.  (Report  from  unpublished  Mas ter fs  Thesis,  State 
College,  Amherst,  Massachusetts,  1946.) 
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pupils  of  the  North  Quincy  High  School,  and  the  subsequent 
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results  of  the  fifty-four  pupils  who  took  first-year  shorthand* 

1 Correlation  of  the  total  scores  of  the  Turse  Test  with 
the  I.  Q.*s  of  the  116  pupils  is  *50* 

2 Correlation  of  the  total  scores  with  the  I.  Q.*s  for 
the  first-year  shorthand  pupils  is  .41. 

3 Correlation  of  the  total  scores  with  the  Stenography  I 
first-semester  grades  is  .32. 

4 Correlation  between  total  scores  on  the  Turse  Test  with 
grades  attained  by  the  fifty-four  pupils  and  the  Englis 
grade  is  .58. 

5 Correlation  between  the  fifty-four  grades  in  Steno- 
graphy I and  the  English  grade  over  the  same  period  of 
time  is  .39. 

6 Correlation  between  a Composite  Score  made  up  of  the 
total  score  on  the  test;  the  grade  attained  by  the 
pupil  in  English;  the  pupil* s I.  Q.  and  the  Stenographyl 
grade  is  .35. 

Since  the  above  findings  would  have  no  predictive  value. 
Jack  made  the  following  correlations  between  the  Stenography  I 
grade  and  the  various  parts  of  the  test: 

1 Part  I (Stroking  or  Finger  Dexterity)  .10 

2 Part  II  (Spelling)  .21 

3 Part  III  (Phonetic  Association)  .21 

4 Part  IV  (Symbol  Transcription)  .39 

5 Part  V (Word  Discrimination)  .58 
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6 Part  VI  (Longhand  Writing  Speed)  .14 

7 Part  VII  (Word  Sense)  *21 

Jack-*-  concluded  that  the  Turse  Shorthand  Aptitude  Test 

"as  a medium  of  prognosis is  not  at  all  adequate To 

qualify  the  general  conclusion  it  might  he  said  that  a truer 
basis  of  comparison  could  possibly  be  found  between  the  results 
of  the  Turse  Test  and  the  grades  of  the  pupils  at  the  end  of  the 
second  year  of  shorthand  training." 

Hogan2  found  that  there  is  a higher  correlation  between 
the  Turse  Shorthand  Aptitude  Test  and  teachers1  transcript 
marks  (.67)  than  between  the  Turse  Test  and  teachers*  shorthand 
marks  (.53). 

Krone  made  a comparison  of  the  Turse  Shorthand  Aptitude 
Test  scores  and  teachers*  marks.  See  Appendix  B.  He  found 
that  approximately  one  out  of  two  in  the  90-100  percentile  on 
the  Aptitude  Test  will  successfully  finish  two  years  of  short- 
hand; approximately  one  out  of  three  in  the  70-89  percentile 
will  successfully  finish  two  years  of  shorthand;  approximately 
one  out  of  six  in  the  30-69  percentile  will  successfully  finish 
two  years  of  shorthand;  approximately  one  out  of  20  in  the 
10-29  percentile  will  successfully  finish  two  years  of  shorthand 
Hone  is  the  0-9  percentile  will  finish  two  years  of  shorthand. 

-*-Jack,  0£.  ci  t. 

2Hogan , Katherine  L.  "An  Analysis  of  the  Turse  Shorthand 
Aptitude  Test."  (Unpublished  class  report,  Boston  University, 
1946.) 
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The  correlation  coefficient  between  those  in  the  percentile 
30-100  on  the  Turse  Test  and  those  who  successfully  completed 
two  years  of  shorthand  was  found  to  be  .722,  which  would  indicate 
that  the  test  does  have  prognostic  value. 
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CHAPTER  III 


PROCEDURES  IN  GATHERING  DATA 

To  determine  how  valid  the  Turse  Shorthand  Aptitude  Test 
is  for  predicting  shorthand  success  or  failure  at  North  Quincy 
High  School,  the  following  steps  and  procedures  were  taken  in 
gathering  the  data: 

1 The  administration  in  May,  1945,  of  the  Turse  Shorthand 
Aptitude  Test  to  116  tenth-grade  pupils  in  the  Business 
Course  of  the  North  Quincy  High  School.  See  Appendix  C. 
None  of  these  pupils  had  had  instruction  in  shorthand. 

Of  the  original  group  of  116,  fifty-four  elected 
Stenography  I in  the  eleventh  grade  and  of  this  number 
forty-one  completed  Stenography  II  in  the  twelfth  grade. 
It  is  with  the  group  of  forty-one  pupils  that  this 
study  is  concerned. 

2 The  I.  Q.'s  of  the  forty-one  pupils  were  compiled  and 
the  I.  Q.  and  the  total  score  of  the  Turse  Test  were 
correlated*  For  the  majority  of  the  pupils,  the  I.  Q. 
was  derived  from  the  Otis  Quick-Scoring  Test  of  Mental 
Ability; 1 while  the  few  remaining  scores  were  obtained 
from  various  other  intelligence  tests. 

3 The  coefficient  of  correlation  was  figured  for  the 

■^Otis,  Arthur  S.  Otis  Quick-Scoring  Mental  Ability  Tests. 

( Yonkers -on-Hudson,  New  York:  Vv'orld  Book  Company.]" 
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teacher *s  grades  in  Stenography  II  at  the  end  of  the 
first  semester  and  the  total  score  of  the  Turse  Test. 

4 A record  was  kept  of  the  number  of  mailable  letters  pro- 
duced by  each  pupil  for  a given  period  of  time.  At  the 
end  of  this  time,  the  total  score  of  the  Turse  Test  was 
correlated  with  the  figure  representing  the  maximum 
production  of  mailable  letters  for  each  pupil. 

5 Since  English  plays  such  an  important  role  in  transcrip- 
tion, a correlation  was  made  between  the  total  score  of 
the  Aptitude  Test  and  the  English  teacher *s  grades  at 
the  end  of  the  first  semester. 

6 A composite  score  (total  score  of  the  Turse  Test;  I.  Q.j 
first-semester  English  mark)  was  correlated  with  the 
grades  for  the  first  semester  in  Stenography  II. 

7 In  May,  1947,  the  Turse-Durost  Shorthand  Achievement 
Test?- was  administered  to  the  forty-one  second-year 
shorthand  pupils.  See  Appendix  D. 

8 Finally,  the  total  score  of  the  Turse-Durost  Shorthand 
Achievement  Test  for  the  forty-one  pupils  was  correlated 
with  the  f o 1 low  in  g : 

a The  total  score  of  the  Turse  Test, 
b The  teacher* 3 final  marks  for  Stenography  II. 

■^Turse,  Paul  L.  and  Durost,  Walter  N.  Turse-Durost  Short- 
hand Achievement  Test.  (New  York,  Yonkers -on-Hudson:  World 

Book  Company,  1941,  1942.) 
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The  Turse  Test  was  administered  in  May,  1945,  to  116  pupils 
in  the  tenth  grade.  These  pupils  had  been  divided  into  two 
groups  and  assembled  in  two  different  rooms.  Three  teachers  of 
the  Business  Course  presided  in  each  room.  The  timing  in  the 
giving  of  instructions,  testing,  and  dictating  was  so  well  coor- 
dinated that  the  two  rooms  finished  the  test  within  one  minute 
of  each  other.  The  test  requires  from  45-50  minutes  to  be  ad- 
ministered properly,  and  the  actual  working  time  is  about  40 
minutes • 

Paul  L.  Turse,  in  describing  the  fundamentals  of  his  Apti- 
tude Test,  had  found  that  the  abilities  requisite  for  success 
in  stenographic  work  fall  into  two  categories.  He  states  that 
these  categories  are,  "First,  those  abilities  which  enable  the 
pupil  to  write  shorthand  from  dictation;  and  secondly,  those 

abilities  which  enable him  to  reproduce  the  speaker's  words 

from  the  diorthand  outline." 

The  following  is  a brief  description  of  the  Turse  Test, 
which  embodies  the  ideas  of  the  above  quotation.  See  Appendix  C 
The  Test  is  divided  into  seven  subtests  which  are  as  follows: 

Test  I,  called  "Stroking,"  is  a test  of  manual  dexterity. 
Four  strokes  are  required  to  be  written  in  blocks,  alternating 
four  strokes  upward  and  four  strokes  downward.  This  particular 
type  of  stroking  is  called  for,  as  shorthand  linear  characters 
are  written  either  downward  or  forward-- "forward"  meaning  left 
to  right  parallel  to  the  line  of  writing  or  upward  diagonally 
from  left  to  right. 
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Test  II  measures  spelling  ability.  This  test  provides  the 
opportunity  for  a pupil  to  select  the  correct  spelling,  if  any, 
of  a word  from  a group  of  three. 

Test  III  is  called  "Phonetic  Association."  This  test 
measures  the  pupil’s  ability  to  associate  phonetic  spelling  with 
the  correct  word. 

Test  IV  measures  a pupil’s  ability  to  transcribe  from  sym- 
bols. The  symbols  have  some  characteristics  of  standard  short- 
hand systems. 

Test  V is  called  "Word  Discrimination."  This  test  attempts 
to  measure  the  pupil’s  ability  to  discriminate  between  two  or 
more  words  infaich  might  be  suggested  by  a shorthand  outline. 

Test  VI,  "Dictation,"  measures  a pupil’s  ability  to  write 
in  longhand  rapidly;  his  ability  to  carry  material  dictated  in 
his  mind  while  writing;  and  his  ability  to  listen  as  he  writes. 

Test  VII,  "Word  Sense,"  attempts  to  measure  a pupil’s 
ability  to  construct  a whole  word  from  a few  known  letters  or 
symbols • 

Since,  at  one  time,  in  attempting  to  bar  the  probable 
failures  from  taking  Stenography  II,  the  I.  Q.  had  been  the 
determining  factor,  it  was  decided  to  correlate  the  total  score 
or  the  Aptitude  Test  with  the  I.  Q.  figure. 

The  English  mark  also,  in  years  past,  had  been  referred  to 
in  determining  those  who  would  probably  succeed  in  Stenography II 
Therefore,  a correlation  was  made  between  the  total  score  of  the 
Aptitude  Test  and  the  English  grade  for  the  first  semester. 
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Not  too  high  a correlation  was  expected,  since  a great  deal  of 
the  English  coarse  of  study  is  concerned  with  literature  rather 
than  with  the  mechanics  of  English  construction,  which  are  so 
much  a part  of  transcription* 

The  first-semester  Stenography  II  mark  is  composed  of  some 
grades  based  on  theory  tests  as  well  as  transcription  grades;  so 
a coefficient  of  correlation  was  figured  for  the  mailable  letters 
exclusively  which  each  pupil  produced.  A higher  correlation 
was  expected  than  for  the  Stenography  II  mark,  as  the  Turse  Test 
seems  to  be  more  of  a prognostic  test  for  success  in  transcrip- 
tion than  in  shorthand  theory. 

As  suggested  by  Mr.  Turse,  a composite  score  was  made  up 
of  the  total  score  of  the  Turse  Test;  the  I.  Q.  figure;  and  the 
English  grade.  This  composite  score  was  correlated  with  the 
pupil’s  Stenography  II  mark.  It  was  supposed  that  these  three 
scores  together  might  reveal  a significant  correlation. 

In  order  to  make  this  study  as  objective  as  possible,  it 
was  decided  to  give  a standard  shorthand  test,  and  the  Turse- 
Dur03t  Shorthand  Achievement  Test,  Form  A,  was  chosen.  See 
Appendix  D.  This  test  measures  shorthand  achievement  indepen- 
dent of  typewriting  ability  in  three  areas  of  shorthand  achieve- 
ment-language skill,  diorthand  penmanship,  and  the  mastery  of 
shorthand  principles. 

The  Achievement  Test  was  administered  in  May,  1947,  to  the 
forty-one  end-of -second-year  shorthand  pupils.  The  test  was 
given  in  two  groups,  the  first  of  which  contained  seventeen 
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pupils  and  the  second  twenty- two.  It  was  necessary  to  give  the 
test  again  to  two  pupils  who  were  absent  when  it  was  presented 
to  the  two  larger  groups  • 

Five  letters  were  dictated  to  the  pupils  at  the  rate  of  80 
words  per  minute.  Each  letter  took  1:45  minutes  to  dictate,  and 
a pause  of  10  seconds  was  allowed  between  the  dictation  of  each 
letter.  Following  the  dictation,  the  pupils  were  allowed  35 
minutes  (7  minutes  for  each  letter)  in  which  to  compare  their 
own  shorthand  outlines  with  the  printed  transcript  of  each  let- 
ter prepared  in  booklet  form  in  order  to  detect  omissions  or 
corrections.  The  corrections  were  made  by  the  pupils  in  long- 
hand  on  the  numbered  lines  to  the  right  of  the  printed  trans- 
cript • Punctuation  marks  were  to  be  included  as  well  as  para- 
graphing. The  test  measured  also  the  pupil fs  ability  in  syllab- 
ification, spelling,  shorthand  penmanship  or  outline  proportion, 
and  word  sense  or  knowledge  of  sentence  structure.  See  Appen- 
dix D. 

Further  information  concerning  the  construction,  validity, 
and  reliability  of  the  Turse-Durost  Achievement  Test  may  be 
found  in  the  Manual  of  Directions.  See  Appendix  E. 

The  correlation  of  the  total  scores  of  the  Aptitude  Test 
with  the  end-of-second-year  shorthand  mark  and  the  total  score 
of  the  Achievement  Test  was  expected  to  reveal  significant 
figures,  since  final  results  in  shorthand  achievement  by  two 
methods  of  transcription  were  being  measured. 
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CHAPTER  IV 


FINDINGS 

The  total  scores  of  the  Turse  Shorthand  Aptitude  Test  for 
the  forty-one  pupils  revealed  a range  of  150  points,  with  401 
being  the  highest  score  and  251  the  lowest.  The  mean  score  for 
the  group  was  found  to  be  330.4,  while  the  median  score  was 
329.88.  The  percentile  rank,  based  on  the  median  of  the  total 
raw  scores,  was  57.  The  percentile  ranks  were  determined  from 
standardized  norms.  In  bther  words,  the  median  score  of  the 
forty-one  pupils  was  equalled  or  excelled  by  43  per  cent  of  the 
pupils  in  the  norm  group.  See  Appendix  A.  Table  I presents 
graphically  the  frequencies  of  the  total  scores  of  the  Aptitude 
Test. 

The  I.  Q.*s  for  the  forty-one  pupils  ranged  from  a low 
score  of  93  to  a high  score  of  139,  with  a spread  of  76  points. 
The  mean  and  median,  based  on  these  scores,  yielded  figures  of 
111.15  and  110.57  respectively,  which  would  indicate  that  the 
group  was  of  good  average  intelligence.  The  graph  in  Table  II 
shows  this  frequency  distribution. 

Following  the  above  calculations,  the  total  scores  of  the 
Aptitude  Test  were  next  correlated  with  the  I.  Q.*s  for  the 
forty-one  pupils.  Table  III  shows  the  coefficient  of  correlation 
(r)  to  be  .54,  which,  according  to  Rugg^,  indicates  that  the 

iRugg,  H.  0.  Statistical  Methods  Applied  to  Education. 
(Boston:  Houghton  Mifflin  Company,  1917 ) P . 256. 
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TABLE  I 

DISTRIBUTION  GRAPH 
OF  THE  TOTAL  SCORES  FOR  41  PUPILS 
ON  THE  TURSE  SHORTHAND  APTITUDE  TEST 


250  275  300  325  350  375  400  425 

Total  Scores--*Turse  Shorthand  Aptitude  Test 
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TABLE  II 

DISTRIBUTION  GRAPH 
I.  Q.  SCORES  FOR  41  PUPILS 

No. 

of 

Pupils 


I.  Q.  Scores 


table  III 
CORRELATION  TABLE 

TOTAL  SCORES  OP  APTITUDE  TEST  AND  I".  Q. 'S 


Total  Scores — Turse  Shorthan 

d Aptitude  Test 

I.  Q.»s 

251-260 

261-270 

271-280 

281-290 
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341-350 
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f 

X 

fx 
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10 
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1 

1 

1 

1 
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9 
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l 
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correlation  between  the  test  and  the  I.  Q.  is  "markedly  present.” 

Next  the  Stenography  II  marks  for  the  first  semester  were 
considered.  These  marks  ranged  from  the  highest  of  88  to  the 
lowest  of  50.  The  mean  score  was  found  to  be  73.77,  while  the 
median  was  74.82.  The  frequency  distribution  of  the  marks  is 
indicated  graphically  in  Table  IV. 

When  the  Stenograjiiy  II  first-semester  mark  was  correlated 
with  the  total  score  of  the  Aptitude  Test,  a coefficient  of 
correlation  of  .51  resulted,  which  indicates  that  the  correla- 
tion, according  to  Rugg,  is  "markedly  present."  The  "scatter 
diagram"  for  this  correlation  may  be  found  in  Table  V. 

Since  the  structure  of  the  Turse  Shorthand  Aptitude  Test 
seemed  to  be  more  suitable  for  the  prediction  of  transcription 
success  than  for  the  mastery  of  shorthand  theory,  it  was  decided 
to  correlate  the  total  scores  of  the  Aptitude  Test  with  the 
number  of  mailable  letters  produced  by  each  pupil  for  a given 
time.  The  range  in  mailable  letters  for  each  pupil  was  from 
56  to  10.  The  resulting  correlation  of  .62  was  more  significant 
and  is  termed  "high"  by  Rugg.  Table  VI  shows  the  correlation 
of  these  figures. 

The  attention  was  next  turned  to  the  first-semester  grades 
in  English.  These  grades  ranged  from  80  to  68.  The  mean  and 
median  were  determined  for  the  grades,  and  yielded  figures  of 
75.39  and  75.75  respectively.  The  frequency  distribution  of 
the  English  grades  appears  in  Table  VII. 


. 

. 


* 

. 

. ■ ■ * ~ • , 

. 

. 

. 

. 

. 

- 

* 


TABLE  IV 

DISTRIBUTION  GRAPH 
OF  MARKS  OF  41  PUPILS 


No#  IN  FIRST  SEMESTER  OF  STENOGRAPHY  II 

of 

Pupils 


First-Semester  Stenography  II  Marks 
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TABLE  V 

CORRELATION  TABLE 
TOTAL  SCORES  OP  APTITUDE  TEST 
AND  FIRST-SEMESTER  STENOGRAPHY  II  MARKS 


Total  Scores--Turse  Shorthand  Aptitude  Test 

First- 

Semester 
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Marks 

251-260 

261-270 

271-280 
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TABLE  VI 

CORRELATION  TABLE 
TOTAL  SCORES  OF  APTITUDE  TEST 
AND  MAILABLE  LETTERS  PRODUCED  BY  EACH  PUPIL 


Total  Scores — Turse  Shorthand  Aptitude  Test 


Number 

of 
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TABLE  VII 

DISTRIBUTION  GRAPH 
OF  MARKS  OF  41  PUPILS 
IN  FIRST  SEMESTER  OF  ENGLISH 


No. 

of 

Pupils 


First-Semester  English  Marks 
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A correlation  of  .32  was  found  to  exist  between  the  English 
grades  and  the  Turse  Test.  Rugg  states  that  the  correlation  is 
"present  but  low."  Table  VIII  shows  how  this  coefficient  of 
correlation  was  worked  out. 

The  composite  score  (total  score  of  the  Turse  Test;  English 
grade;  and  I.  Q.)  produced  a range  of  scores  from  595  to  436  or 
159  points  of  difference.  The  mean  for  these  scores  proved  to 
be  518.57  with  a median  of  517.66.  Table  IX  shows  these  scores 
graphically  arranged  according  to  frequencies. 

When  the  composite  score  was  correlated  with  the  first- 
semester  Stenography  II  grades,  the  resulting  figure  of  .56 
gave  approximately  the  same  correlation  as  that  between  the 
total  score  of  the  Turse  Test  and  the  I.  Q.  (.54)  and  the  total 
score  of  the  Turse  Test  and  the  first-semester  Stenography  II 
grades  (.51).  Table  X shows  how  the  coefficient  of  correlation 
was  derived. 

The  total  scores  of  the  Turse-Durost  Achievement  Test  for 
the  forty-one  pupils  ranged  from  151  to  82  with  a variance  of 
69  points.  Table  XI  shows  the  figures  graphically.  These 
figures  produced  a mean  of  119.04  and  a median  of  129.  Accord- 
ing to  the  percentile  ranks  based  on  the  raw  scores  of  the 
Achievement  Test,  the  median  fell  in  the  45-percentile  of  the 
norm  group.  This  means  that  the  median  score  obtained  by  the 
class  was  equalled  or  excelled  by  55  per  cent  of  the  pupils  in 
the  norm  group.  See  Appendix  E. 
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TABLE  VIII 
CORRELATION  TABLE 
TOTAL  SCORES  OF  APTITUDE  TEST 
AND  FIRST-SEMESTER  ENGLISH  MARKS 


Total  Seores--Turse  Shorthand  Aptitude  Test 

First- 

Semester 

English 
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TABLE  IX 

DISTRIBUTION  GRAPH 
FOR  41  PUPILS  OF  COMPOSITE  SCORE- 
TOTAL  SCORE  OF  TURSE  TEST;  ENGLISH  MARK; 
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TABLE  X 

CORRELATION  TABLE 
FIRST-SEMESTER  SHORTHAND  MARKS 
AND  COMPOSITE  SCORE  (TOTAL  TURSE  SCORE;  ENGLISH  MARK;  I.Q.) 
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TABLE  XI 

DISTRIBUTION  GRAPH 
OF  THE  TOTAL  SCORES  FOR  41  PUPILS 
ON  THE  TURSE-DUROST  SHORTHAND  ACHIEVEMENT  TEST 
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A "high"  correlation  of  .68  was  found  when  the  total  scores 
of  both  the  Aptitude  Test  and  the  Achievement  Test  were  corre- 
lated. See  Table  XII. 

Finally,  the  Stenography  II  marks  based  on  the  yearly 
average  were  compiled.  A mean  of  74.34  and  a median  of  77.13 
were  found.  Table  XIII  shows  the  frequencies  from  a low  mark  of 
60  to  a high  mark  of  88. 

At  this  point,  an  explanation  should  be  inserted  that  the 
six  pupils  who  have  been  represented  as  receiving  an  end-of-the- 
second-year  average  of  60  (which  is  a failing  mark  at  North 
Quincy  High  School)  actually  were  passed  with  a 65  average. 

They  attained  this  average  by  means  of  extra  assignments  ful- 
filled after  school  hours,  and  ”65,”  although  a passing  mark, 
indicates  that  the  pupils  are  not  capable  of  doing  stenography 
from  the  standpoint  of  employment. 

Table  XIV  shows  the  "high”  correlation  of  .81  which  was 
found  to  exist  between  the  Stenography  II  final  averages  and  the 
total  scores  of  the  Turse-Durost  Shorthand  Achievement  Test. 
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TABLE  XII 
CORRELATION  TABLE 

TOTAL  SCORES  OF  TORSE  SHORTHAND  APTITUDE  TEST 
AND  TOTAL  SCORES  OF  TURSE-DUROST  SHORTHAND  ACHIEVEMENT  TEST 
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TABLE  XIII 

DISTRIBUTION  GRAPH  FOR  41  PUPILS 
OF  FINAL  AVERAGES  IN  STENOGRAPHY 
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TABLE  XIV 
CORRELATION  TABLE 

FINAL  AVERAGES  OF  STENOGRAPHY  II  MARKS 
AND  TOTAL  SCORES  OF  TtJRSE-DUROST  SHORTHAND  ACHIEVEMENT  TEST 
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CHAPTER  V 

SUMMARY  AND  RECOMMENDATIONS 

First  of  all,  in  this  chapter,  a comparison  of  results 
will  be  shown  between  the  following  groups  to  whom  the  Turse 
Shorthand  Aptitude  Test  was  administered  at  the  North  Quincy 
High  School; 

1 The  116  tenth-grade  pupils* 

2 The  fifty-four  Stenography  I pupils  in  Grade  11. 

3 The  forty -one  Stenography  II  pupils  in  Grade  12. 

The  total  score  of  the  Aptitude  Test  was  correlated  with 
the  I.  Q.  for  all  groups,  and  the  following  results  were 
revealed: 

1 116  tenth-grade  pupils  r .50 

2 Fifty-four  Stenography  I pupils  r .32 

3 Forty-one  Stenography  II  pupils  r .51 

The  correlation  of  the  Aptitude  Test  with  the  Stenography 
marks  showed  the  following  coefficients: 

1 Stenography  I first-semester  marks  r .32 

2 Stenography  II  first-semester  marks  r .51 

The  higher  coefficient  in  the  twelfth-grade  class  was  no  doubt 
influenced  by  the  transcription  marks. 

Surprisingly,  there  proved  to  be  a higher  correlation 


between  the  Aptitude  Test  and  English  for  the  Stenography  I 
pupils  (r  .58)  than  for  the  Stenography  II  pupils  (r  .32). 
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Uhe  composite  score  when  correlated  with  the  Stenography 
marks  gave  a higher  correlation  for  the  Grade  XII  pupils  (r  .56) 
than  for  the  Grade  XI  pupils  (r  .55). 

The  writer  found  that  higher  coefficients  were  obtained 
when  the  Aptitude  Test  was  correlated  with  transcription  scores. 
The  coefficient  of  correlation  obtained  from  the  Aptitude  Test 
and  the  number  of  mailable  letters  produced  by  each  pupil  was 
(r  .62),  while  (r  .68)  resulted  from  correlating  the  Aptitude 
Test  with  the  Turse-Durost  Shorthand  Achievement  Test. 

Referring  to  Dodson*  s-*-  statement  about  the  Turse  Test  that 
w there  is  an  indication  that  if  a student  makes  a score  lower 
than  295  on  the  test  he  will  not  be  likely  to  do  well  in 
shorthand,”  the  following  results  are  submitted  from  this  study. 
Of  the  eight  pupils  who  received  a score  lower  than  295  and  who 
continued  on  with  Stenography  II,  five  were  failures.  The  only 
other  pupil  to  fail  Stenography  II  received  a total  score  of 
303  on  the  Aptitude  Test;  her  I.  Q.  was  98  and  her  English  mark 
was  low • 

Of  the  twelve  Stenography  II  pupils  who  received  a mark 
of  "B”  (considered  "good"  at  North  Quincy  High  School),  ten 
were  in  the  49-78  percentile  ranks,  which  correspond  to  the 
total  raw  scores  on  the  Aptitude  Test;  two  pupils  were  in  the 
80-83  percentile  ranks.  See  Appendix  A. 

•^Dodson,  Mary  Helen.  A Study  in  Shorthand  and  Typewriting 
Prognosis . ( Master *s  Thesis • university  of  Kentucky,  1943.7 
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The  two  pupils  who  fell  in  the  highest  percentile  ranks 
for  the  group,  86-91,  received  a mark  of  "C,?  (considered  "fair” 
at  the  North  Quincy  Hi$i  School). 

Therefore,  judging  the  Turse  Shorthand  Aptitude  Test  on  the 
basis  of  the  teacher’s  marks,  it  would  seem  to  be  more  reliable 
for  the  prediction  of  failure  than  success. 

The  correlation  of  the  final  averages  for  Stenography  II 
and  the  total  scores  of  the  Turse-Durost  Shorthand  Achievement 
Test  produced  a high  coefficient  of  .81. 

The  eight  pupils  (approximately  one-fifth  of  the  class) 
who  received  a total  score  lower  than  295  on  the  Aptitude  Test 
were  among  those  in  the  low  percentile  ranks  (3-16)  on  the 
Achievement  Test. 

Correspondingly,  of  the  eight  pupils  (approximately  one- 
fifth  of  the  class)  who  received  the  highest  scores  on  the 
Aptitude  Test  (401-362),  which  according  to  percentile  ranks 
are  from  75-91,  six  fell  in  the  26-58  percentile  ranks  on  the 
Achievement  Test;  one  had  a rank  of  70;  one  a rank  of  85.  The 
pupil  with  the  highest  score  on  the  Aptitude  Test  (401)  was  in 
the  54-percentile  on  the  Achievement  Test. 

These  facts  show  more  objectively,  with  the  use  of  the 
standardized  Achievement  Test,  that  the  Aptitude  Test  does  not 
predict  pupils  who  will  excel  in  the  Stenographic  Course;  it 
does  tend  to  reveal  to  a degree  those  who  will  be  unsuccessful 
in  the  Course. 
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Its  prediction  is  not  conclusive,  however,  and  further  study  is 
recommended. 

It  has  been  shown  that  the  Turse  Shorthand  Aptitude  Test 
is  not  valid  as  a prognostic  measure  in  first-year  shorthand. 
Higher  coefficients  resulted  from  correlation  made  between  the 
Turse  Test  and  transcription  scores.  Perhaps  the  ultimate 
solution  to  the  problem  would  be  the  use  of  a prognostic  trans- 
cription test.  The  Shepherd  English  Placement  Test1  has  been 
used  by  Leslie  for  this  purpose  about  which  he  makes  this  state 
ment : 


No  completely  satisfactory  prognostic  test  exists  for 
transcription The  best  prognostic  test  for  transcrip- 

tion known  to  this  'writer  is  a test  that  was  devised  for  a 

completely  different  purpose This  writer  has  used  it 

for  transcription  prognosis  and  has  found  it  very  accurate^ 

Leslie  maintains  that  the  problem  of  shorthand  prognosis 

is  not  concerned  with  the  learning  of  shorthand  characters,  but 

with  the  final  production  of  a transcript  which  has  commercial 

value . 


There  is  certainly  no  necessity  to  give  an  aptitude 
test  to  children  to  see  whether  they  can  learn  the  arabic 
numerals  and  write  them  correctly  and  rapidly  from  dicta- 
tion. Of  course  they  can  do  that.  They  may  not  be  able 
to  make  computations  employing  the  numerals,  but  they  can 
certainly  write  the  numerals  fluently  and  correctly. 
Exactly  the  same  situation  applies  to  the  tenth-year  pupil 


1Shepherd,  J.  W.  Shepherd  English  Placement  Test.  (Boston, 
Massachusetts:  Houghton  Mifflin  Company,  1931.) 


^Leslie , 
World:  407 


Louis  A.  "Shorthand  Prognosis 
, March  1947. 
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being  tested  for  his  diorthand  aptitude.  He  can  certainly 

learn  the  shorthand  symbols The  writer  feels  that  no 

shorthand  prognostic  test  is  necessary  or  desirable.  The 
preselected  group  of  tenth-year  pupils  needs  a prognostic 
test  for  transcription  rather  than  for  shorthand 

As  a result  of  Leslie’s  statements,  the  writer  would  rec- 
ommend that  further  study  be  made  of  the  Shepherd  English  Place- 
ment Test  as  a prognostic  measure  for  selecting  candidates  for 
the  Stenographic  Course. 

Moreover,  it  has  been  apparent  to  the  writer  that  the 
degree  of  hearing  that  a pupil  possesses  tends  to  influence  the 
pupil’s  success  or  failure  in  both  the  mastery  of  shorthand 
principles  and  in  the  final  use  which  is  made  of  those  princi- 
ples in  taking  dictation  at  rapid  rates  of  speed.  How  great  a 
part  a keen  sense  of  hearing  plays  in  determining  success  in 
Stenography  would  be  a further  recommendation  for  study. 

Furthermore,  the  personality  traits  with  which  the  pupil 
undertakes  the  study  of  shorthand  have  seemed  to  the  writer  to 
be  important  factors  pointing  toward  success  or  failure.  A 
study  of  this  phase  might  reveal  significant  information. 

This  study  has  shown  that  the  Turse  Shorthand  Aptitude  Test 
cannot  be  used  independently  as  a "yardstick"  in  selecting 
pupils  for  the  Stenographic  Course.  It  has  caused  tie  writer 
to  question  to  what  degree  low  scores  on  a prognostic  test 
should  be  attributed  to  a pupil’s  latent  inaptitude  rather  than 

^Leslie,  0£.  cit .,  pp.  406-407. 
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to  the  pupil* s weak  background  in  terms  of  what  is  being  tested* 
Leslie*s  statement  more  adequately  concludes  the  writer’s  reac- 
tion to  the  study: 

It  must  be  emphasized  that  the  best  use  of  a prognos- 
tic instrument  is  to  guide  the  school  in  making  available 
to  the  lower  group  whatever  remedial  teaching  is  indicated 
to  be  necessary.1 


^Leslie,  Ojd.  cit.,  p.  409. 
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TURSE  SHORTHAND  APTITUDE  TEST 

By  Paul  L.  Turse 

Chairman,  Commercial  Department 
High  School,  Peekskill,  New  York 

MANUAL  OF  DIRECTIONS 


I.  The  Need  for  a Shorthand  Aptitude  Test 

Commercial  education  in  American  high  schools  has 
proved  its  worth  as  a training  ground  for  business  workers. 
With  the  recognition  of  this  fact  has  come  a realization  that 
the  commercial  courses  are  not  simply  a refuge  for  otherwise 
incompetent  pupils.  Now  some  of  the  ablest  pupils  select 
the  commercial  courses,  and  the  problem  is  to  eliminate 
the  unfit.  Naturally  it  is  better  to  eliminate  these  pupils 
before  they  make  the  attempt  to  undertake  work  for  which 
they  are  not  suited  rather  than  after  they  have  spent  one  or 
two  years  in  profitless  effort. 

Teachers  have  attempted  to  solve  this  guidance  problem 
by  employing  school  marks  in  other  subjects,  particularly 
English,  or  intelligence  test  results,  as  a basis  for  admission 
to  commercial  courses ; unfortunately,  these  measures  seem 
to  be  of  meager  worth  in  the  prediction  of  shorthand  success. 
Teachers  have  also  resorted  to  the  organization  of  tryout 
courses,  but  here  too  the  results  have  been  disappointing. 
These  short  tryout  courses  are  of  necessity  devoted  to  the 
study  of  shorthand  rules  and  the  application  of  these  rules 
in'  simple  language  situations.  They  are  not  likely  to  reveal 
abilities  such  as  manual  dexterity,  good  word  sense,  good 
phonics  sense,  knowledge  of  sentence  structure,  etc.,  which 
are  basic  prerequisites  for  stenographic  success. 

The  prediction  of  success  in  stenography  presents  a special 
problem  because  many  of  the  skills  required  are  specific 
skills  which  are  associated  only  to  a slight  degree  with 
general  intelligence,  as  measured  by  the  usual  intelligence 
test.  For  this  reason  the  development  of  an  aptitude  test 
which  can  predict  success,  or  — even  more  vitally  — failure, 
in  this  field  constitutes  a major  contribution  to  commercial 
education.  The  sensing  of  this  need  for  a stenographic 
aptitude  test  in  the  author’s  own  work  gave  rise  to  the 
present  test. 

II.  Construction  of  the  Test 

It  was  obvious  at  the  outset  that  the  construction  of  a 
valid  measure  of  aptitude  for  stenographic  work  would 
entail  a thoroughgoing  analysis  of  the  abilities  requisite  for 
success  in  this  work.  The  author  undertook  such  an  analy- 
sis and  on  the  basis  of  his  study  concluded  that  the  abilities 
necessary  for  shorthand  learning  fall  into  two  categories : 
first,  those  abilities  which  enable  the  pupil  to  write  short- 


hand from  dictation  ; and  secondly,  those  abilities  which 
enable  the  pupil  to  make  effective  use  of  the  shorthand 
matter  after  he  has  recorded  it  — that  is,  which  enable  him 
to  reproduce  the  speaker’s  wonjs  from  the  shorthand  out- 
lines. 

A finer  analysis  of  the  abilities  in  each  of  these  two  cate- 
gories suggested  that  a good  shorthand  prognosis  test  should 
include  measures  of  each  of  the  following : manual  dex- 
terity ; ability  to  write,  carry  matter  in  the  mind,  and  listen 
for  new  matter  simultaneously  ; ability  to  learn  and  combine 
abstract  symbols ; ability  to  associate  the  correct  literal 
spelling  of  a word  with  its  phonetic  form ; ability  to  dis- 
criminate between  words  having  similar  or  identical  short- 
hand outlines;  spelling  ability;  and  ability  to  construct 
entire  words  from  the  incomplete  shorthand  outlines. 

Tests  were  prepared  in  each  of  the  areas  mentioned  above 
and  were  subjected  to  preliminary  experimentation.  A 
description  of  the  tests  finally  retained  in  the  battery  is 
given  below. 

Test  1.  Stroking.  This  is  a test  of  manual  dexterity, 
which,  other  factors  being  equal,  would  seem  to  be  highly 
correlated  with  speed  of  shorthand  writing.  Up  and  down 
strokes  are  required  because  with  few  exceptions  shorthand 
linear  strokes  are  written  either  downward  or  forward. 
(The  term  “forward”  includes  left-to-right  motion  parallel 
to  the  line  of  writing  or  upward  motion  diagonally  left  to 
right.) 

The  block  scheme  employed  in  this  test  provides  an 
automatic  scoring  device  and  also  provides  equal  spacing 
conditions  for  all  pupils  between  each  set  of  strokes.  The 
length  of  each  section  of  blocks  is  approximately  equal  to 
the  length  of  line  in  the  standard  stenographer’s  notebook. 
The  alternate  downward  and  forward  groups  of  strokes  and 
the  short  line  involve  frequent  and  rapid  adjustments  of 
the  fingers,  wrist,  and  arm  as  the  writer  proceeds  down  the 
page.  These  movements  and  adjustments  would  seem  to 
be  analogous  to  those  required  in  actual  shorthand  writing. 
Directions  are  given  to  make  the  strokes  “about”  one-half 
space  tall.  This  is  suggested  in  order  that  the  pupil’s 
natural  writing  style  may  not  be  seriously  hampered  and  in 
order  that  some  pupils  will  be  prevented  from  making 
strokes  so  short  that  they  appear  as  mere  dots  and  thereby 
secure  a material  advantage  in  score. 
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Test  2.  Spelling.  While  spelling  ability  is  a highly  de- 
sirable skill  for  stenographic  work,  for  shorthand  • prog- 
nostic purposes  it  is  neither  desirable  nor  necessary  that  a 
comprehensive  spelling  test  be  given.  Even  a good  stenog- 
rapher is  not  expected  to  know  the  spelling  of  unusual  or 
uncommon  words.  For  this  reason,  such  words  were  not 
included  in  the  test.  The  words  used  were  chosen  from  lists 
of  commonly  misspelled  words.  For  shorthand  prognostic 
purposes  a test  of  this  kind  and  scope  would  seem  to  be 
more  adequate  than  a comprehensive  spelling  test  including 
unusual  or  uncommon  words.  . 

Test  3.  Phonetic  Association.  Phonetic  spelling  is  em- 
ployed in  shorthand  writing  as  a convenient  method  of 
abbreviation.  The  shorthand  writer  records  the  symbols 
for  “nif  ” which  must  be  transcribed  “knife,”  or  for  “kerten  ” 
which  must  be  transcribed  “curtain.”  Since  the  dictator 
provides  the  phonetic  spelling  in  the  act  of  pronunciation, 
the  recording  of  the  phonetic  shorthand  outline  is  com- 
paratively easy.  The  real  task  lies  in  the  transcription. 
This  test  is  an  attempt  to  measure  the  special  ability  to 
associate  phonetic  spelling  with  the  correct  word.  The 
words  were  chosen  from  lists  of  commonly  used  words. 
Since  longhand  writing  is  required  in  this  test,  a liberal  time 
allowance  is  given  so  that  handwriting  speed  will  not 
influence  the  score. 

Test  4.  Symbol  Transcription.  Several  forms  of  symbol- 
substitution  tests  were  tried  out  and  discarded  because  they 
proved  to  be  copying  tests  rather  than  learning  tests.  The 
transcription  form  of  test  finally  selected  has  the  following 
characteristics  of  shorthand  systems  : 

1.  The  symbols  include  circles,  curves,  and  straight  lines. 

2.  Phonetic  symbol  spelling  occurs  in  some  of  the  items. 

3.  Certain  symbols  occupy  variable  positions  with 
variable  meanings. 

4.  Blended  and  angular  joinings  of  symbols  occur. 

This  form  of  test,  while  it  requires  the  pupil  to  refer  to  the 
key  for  each  symbol,  contains  sufficient  repetition  of  char- 
acters to  provide  learning  opportunities.  Unnecessary  or 
repetitive  reference  to  the  key  penalizes  the  copier  because 
the  key  is  not  arranged  in  alphabetic  sequence.  For  the 
measurement  of  ability  to  learn  abstract  symbols  this  form 
of  test  would  seem  to  be  more  satisfactory  than  a form  which 
requires  simple,  unrelated  symbol  substitutions,  or  a form 
which  requires  the  use  of  explanatory  blackboard  or  flash- 
card  devices. 

Test  5.  Word  Discrimination.  In  the  transcription  proc- 
ess the  stenographer  may  from  time  to  time  encounter 
ambiguous  outlines.  In  such  situations  he  must  rely  upon 
his  knowledge  and  interpretation  of  the  context  as  well  as 
upon  his  knowledge  of  formal  sentence  structure.  This 
test  attempts  to  measure  the  ability  to  discriminate  between 
two  or  more  words  suggested  by  the  shorthand  outline. 
The  items  were  selected  to  include  words  which  are  repre- 
sented by  identical  or  similar  symbols  in  popular  shorthand 
systems. 

Test  6.  Dictation.  Dictation  is  frequently  given  in  spurts 
so  that  the  shorthand  writer  must  hold  in  mind  for  a period 


* t 

of  time  several  words  or  sentences.  Under  such  conditions, 
the  stenographer,  at  many  points  in  the  dictation  process, 
must  do  three  things  simultaneously  : 

1.  He  must  write. 

2.  He  must  carry  matter  in  mind  while  writing. 

3.  He  must  listen  as  he  writes  and  make  the  matter  which 
he  hears,  first,  a part  of  that  which  is  carried  along  in 
his  mind,  and  secondly,  part  of  that  which  he  writes. 

Longhand  writing  from  straight  rapid  dictation  would 
seem  to  be  analogous  to  the  shorthand  writing  situation  in 
this  regard.  The  words  used  in  this  test  are  a random 
selection,  but  they  were  chosen  so  that  no  vocabulary 
difficulties  would  be  presented  to  the  pupil. 

Test  7.  Word  Sense.  Since  shorthand  is  an  abbreviated 
system  of  writing,  all  shorthand  systems  employ  a large 
number  of  special  abbreviations  or  “brief  forms”  and  elab- 
orate phrasing  and  contracting  devices.  In  many  cases 
words  are  entirely  omitted  where  the  context  would  indicate 
their  omission.  The  stenographer,  therefore,  must  have 
the  ability  to  construct  the  whole  word  from  a few  known 
letters  or  symbols.  The  words  chosen  were  selected  at 
random,  but  an  attempt  was  made  to  provide  an  increasing 
order  of  difficulty  to  the  degree  permitted  by  the  context. 
An  attempt  was  also  made  to  include  approximately  the 
same  number  of  letters  in  each  word  as  would  probably  be 
included  in  the  shorthand  outlines.  In  order  that  the  test 
situation  correspond  to  the  real  shorthand  transcribing 
situation,  minor  and  slightly  accented  vowels  and  con- 
sonants were  omitted  in  the  test  items.  Since  longhand 
writing  is  necessary  in  a test  of  this  kind,  a liberal  time 
allowance  is  given  so  that  speed  of  handwriting  will  not 
influence  the  score. 

III.  Validity  and  Reliability  of  the  Test 

However  careful  the  analysis  of  the  skills  necessary  to 
shorthand  success,  however  well  the  subtests  seem  to 
measure  these  skills,  the  final  evidence  of  the  validity  of 
the  instrument  must  be  sought  in  its  actual  predictive  value 
— in  the  extent  to  which  it  really  does  assist  the  teacher  or 
guidance  counselor  in  the  prediction  of  success  or  failure. 
Following  are  certain  data  relevant  to  this  question. 

After  test  items  had  been  prepared  in  each  of  the  seven 
areas  described  above,  the  tests  were  administered  to  a 
small  group  of  pupils  before  they  had  begun  to  study  short- 
hand. At  the  end  of  one  year  of  shorthand  instruction, 
these  same  pupils  were  given  the  Rollinson  Shorthand 
Achievement  Test,  the  Blackstone  Shorthand  Achievement 
Test,  and  the  Durost-Turse  Correction-Transcription  Test, 
which  is  a specially  constructed  shorthand  achievement 
test  consisting  of  a prepared  transcript  in  which  are  errors 
to  be  corrected  from  the  pupil’s  own  shorthand  notes.  In 
Table  1 is  shown  the  correlation  between  each  of  the  sub- 
tests and  these  achievement  criteria.  These  correlations 
were  sufficiently  high  to  encourage  the  author  to  continue 
his  research  along  the  lines  indicated. 

This  preliminary  edition  was  next  administered  to  several 
groups  of  students  who  had  not  had  any  shorthand  instruc- 
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TABLE  1.  Correlation  of  Each  Subtest  and  Total  Score  on 
the  Turse  Shorthand  Aptitude  Test  (Preliminary  Edition)  with 
Certain  Achievement  Criteria 


Correlation  between 

r 

No.  of 
Cases 

Total  Aptitude  Score  and  Rollinson  Achievement 

.68 

49 

Stroking 

.61 

Spelling 

.72 

(after  one  year 

Phonetic  Association 

.78 

of  shorthand) 

Symbol  Transcription  ” 

.55 

Word  Discrimination  ” 

.68 

Dictation 

.84 

Word  Sense 

.82 

Total  Aptitude  Score  and  Blackstone  (Form  B) 

.49 

44 

Total  Aptitude  Score  ” Corr.-Trans.  (Form  A) 

.54 

(after  one  year 

Total  Aptitude  Score  ” Corr.-Trans.  (Form  B) 

.63 

of  shorthand) 

tion  but  who  were  possible  candidates  for  the  course  in  sub- 
sequent semesters.  The  number  of  pupils  taking  each  of  the 
subtests  varied  from  274  to  486.  Approximately  equal 
numbers  of  pupils  were  included  from  each  course  of  study, 
and  the  sophomore,  junior,  and  senior  high  school  classes 
were  all  represented.  On  the  basis  of  this  tryout  the  items 
in  each  test  were  arranged  in  order  of  difficulty  and  a 
second  edition  of  the  test  was  prepared  with  the  items  so 
arranged. 

The  second  edition  of  the  battery  was  administered  to  a 
group  of  87  pupils  who  had  studied  shorthand  for  two  years. 
Teachers’  grades,  Regents’  examination  marks,  and  records 
made  in  shorthand  inter-school  contests  were  available  for 
determining  the  shorthand  achievement  of  these  pupils. 
On  these  bases  the  pupils  were  divided  into  three  equal 
groups  : a superior  group,  an  average  group,  and  an  inferior 
group.  The  test  items  in  subtests  2,  3,  5,  and  7 of  the 
battery  were  then  analyzed  and  every  item  which  failed 
to  distinguish  among  the  pupils  in  these  three  groups  was 
eliminated  from  the  battery. 

In  order  to  determine  more  adequately  the  predictive 
value  of  the  battery,  the  tests  in  the  shorter  form  were 
administered  to  approximately  800  children  in  eleven  schools 
who  were  just  beginning  the  study  of  shorthand.  At  the 
end  of  one  year  of  instruction,  a shorthand  achievement  test 
was  given  to  a random  sampling  of  163  of  these  pupils. 
This  test  consisted  of  transcribing  three  letters.  The  corre- 
lation between  the  verbatim  transcript  of  these  three  letters 
and  the  Aptitude  Test  for  162  cases  after  one  year  of  short- 
hand was  .50.  The  correlation  between  the  total  aptitude 
score  and  the  score  made  by  the  same  pupils  in  correct- 
ing a prepared  transcript  of  the  three  letters  dictated 
(Correction-Transcription  Test)  was  .67.1 

To  compare  the  predictive  efficiency  of  the  Aptitude 
Test  with  that  of  certain  other  measures,  scores  on  the  Cor- 
rection-Transcription Test  of  Shorthand  Achievement  given 
at  the  end  of  one  year  of  instruction  were  also  correlated 
w’ith  IQ's  and  with  ninth-grade  English  marks.  A corre- 
lation of  .35,  based  on  194  cases,  was  found  between  achieve- 
ment scores  and  IQ’s  (derived  from  Otis  Self-Administering 

1 The  split-half  reliability  coefficient  for  the  Correction-Transcription 
Test  when  corrected  by  the  Spearman-Brown  Formula  is  .93. 
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Tests  and  Terman  Group  Test  of  Mental  Ability).  The 
correlation  between  achievement  scores  and  English  marks 
was  found  to  be  .33,  based  on  174  cases. 

It  seems  obvious  from  these  data  that  the  Aptitude  Test 
was  a more  efficient  instrument  for  predicting  shorthand 
achievement  at  the  end  of  one  year’s  instruction  than  either 
ninth-grade  English  or  IQ,  and  while  the  values  obtained  at 
this  point  were  not  as  promising  as  some  of  the  coefficients 
obtained  in  the  original  experimentation,  the  author  was 
encouraged  to  continue  his  research  in  an  endeavor  to 
measure  the  predictive  value  of  the  Aptitude  Test  against 
a more  adequate  criterion  of  shorthand  achievement. 

At  the  end  of  two  years  it  was  possible  to  retest  268  cases 
of  the  original  780  pupils  who  took  the  Aptitude  Test  before 
beginning  the  study  of  shorthand.  A second  form  of  the 
Correction-Transcription  Test,  comprising  four  letters 
instead  of  three,  was  used  for  this  purpose.  In  Table  2 is 
shown  the  correlation  of  each  of  the  subtests  of  the  Aptitude 
Test  with  the  total  score  on  the  Correction-Transcription 
Test,  Form  B,  as  well  as  the  correlation  of  the  composite 
aptitude  test  score  with  the  achievement  criterion. 


TABLE  2.  Correlation  of  Each  Subtest  and  Total  Score  on 
the  Turse  Shorthand  Aptitude  Test  with  the  Durost-Turse 
Correction-Transcription  Test  of  Stenographic  Achievement1 


Correlation  between 

r 

Stroking  and  Achievement  Test 

Spelling 

Phonetic  Association  ” 

Symbol  Transcription  ” 

Word  Discrimination 
Pictation 
Word  Sense 
Total  Aptitude 

.30 

.34 

.57 

.38 

.50 

.33 

.57 

.67 

1 N = 268  cases  after  two  years  of  shorthand. 


It  will  be  seen  that  the  subtests  in  the  battery  vary  rather 
greatly  in  their  predictive  value  but  that  the  correlations  in 
every  case  are  substantially  greater  than  zero.  Some 
special  consideration  should  be  given  to  interpreting  these 
correlations  between  the  aptitude  tests  and  the  Correction- 
Transcription  Test.  It  should  be  borne  in  mind  that  the 
second  test  was  administered  after  two  years  of  instruction 
in  shorthand  to  a group  from  which  the  majority  of  the 
poorer  students  had  already  been  eliminated.  Those 
eliminated  included  many  able  students  who  were  not 
particularly  interested  in  the  study  of  shorthand  but  took 
it  in  order  to  complete  their  course,  as  well  as  a larger 
number  of  students  who  had  shown  so  little  promise  after 
one  year  of  instruction  as  to  cause  their  elimination.  This 
elimination  process,  of  course,  served  to  restrict  the  range  of 
talent  in  the  group  on  which  the  correlation  was  based,  and 
consequently  the  resulting  coefficient  underestimates  the 
true  relationship  between  the  aptitude  test  scores  and 
achievement.  If  the  correlation  of  .67  between  the  total 
aptitude  score  and  achievement  at  the  end  of  two  years’ 
instruction  be  accepted  at  its  face  value,  one  may  ask  to 
what  extent  a predictive  instrument  yielding  a correlation 
of  this  size  is  valuable. 
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need  for  general  norms.  What,  then,  is  the  value  of  having 
norms  for  an  aptitude  test  ? One  value  of  the  norms  is  that 
they  make  it  possible  for  the  guidance  counselor  or  the 
commercial  teacher  to  evaluate  the  material  with  which 
they  are  working.  If  a commercial  teacher  finds  that  the 
group  which  she  has  to  teach  has  a median  score  on  the 
aptitude  test  which  is  equal  to  the  twenty-fifth  percentile 
of  the  standardization  group,  she  then  realizes  that  her 
problem  in  turning  out  adequately  trained  stenographers  is 


TABLE  4.  Percentile  Ranks  Corresponding  to  Total  Raw  Scores 
on  the  Turse  Shorthand  Aptitude  Test 


Score 

Percentile 

Score 

Percentile 

Score 

Percentile 

165-169 

1 

265-269 

24 

355-359 

73 

170-174 

1 

270-274 

27 

360-364 

75 

175-179 

2 

275-279 

29 

365-369 

78 

180-184 

2 

280-284 

32 

370-374 

80- 

185-189 

2 

285-289 

34 

375-379 

83 

190-194 

3 

290-294 

38 

380-384 

84 

195-199 

3 

295-299 

40 

385-389 

86 

200-204 

4 

300-304 

43 

390-394 

88 

205-209 

4 

305-309 

46 

395-399 

90 

210-214 

5 

\ _ 

310-314 

49 

400-404 

91 

215-219 

6 

315-319 

52 

405-409 

92 

220-224 

7 

320-324 

54 

410-414 

94 

225-229 

8 

325-329 

57 

415-419 

95 

230-234 

10 

330-334 

60 

420-424 

96 

235-239 

11 

335-339 

63 

425-429 

97 

240-244 

13 

340-344 

65 

430-434 

98 

245-249 

15 

345-349 

68 

435-439 

98 

250-254 

17 

350-354 

70 

440-444 

99 

255-259 

19 

445-449 

99 

260-264 

21 

450-above 

99 

much  greater  than  that  of  the  average  teacher.  If,  on  the 
other  hand,  the  teacher  finds  herself  in  the  fortunate  posi- 
tion of  having  a highly  selected  group  as  indicated  by  the 
norms,  she  then  may  plan  her  work  accordingly  and  in  the 
normal  course  of  two  years  turn  out  much  more  adequately 
trained  stenographers  than  probably  would  be  the  case  in 
the  average  school.  i 

Percentile  norms  derived  from  the  Shorthand  Aptitude 
Test  scores  of  780  pupils  about  to  begin  the  study  of  short-  *“*** 
hand  is  shown  in  Table  4. 

The  present  normative  data  are  not  by  any  means  con- 
sidered final.  Data  on  a much  larger  number  of  cases 
selected  from  a wider  area  are  being  sought,  and  when  such 
data  become  available  this  Manual  will  be  revised  to  in- 
clude them. 

Other  uses  of  the  test.  While  the  Turse  Shorthand 
Aptitude  Test  has  been  prepared  chiefly  for  prognostic 
purposes,  it  may  be  given  as  a diagnostic  test  to  pupils 
who  have  already  begun  the  study  of  shorthand.  The  tests 
composing  the  battery  — Stroking,  Spelling,  Phonetic  Asso- 
ciation, Symbol  Transcription,  Word  Discrimination,  Dic- 
tation, and  Word  Sense  — may  yield  valuable  information 
to  teachers  regarding  deficiencies  of  failing  pupils.  Even 
for  successful  pupils,  unusually  high  scores  in  the  stroking 
or  dictation  test  may  give  some  indication  of  the  pupil’s 
potentialities  for  newspaper,  civil  service,  or  court  reporting, 
where  high  speed  or  sustained  verbatim  reporting  is  re- 
quired. The  test  may  also  be  used  as  a classification  test 
where  it  is  desired  to  place  pupils  in  homogeneous  groups 
for  more  effective  shorthand  instruction.  The  test  may  be 
used  for  all  the  above  purposes  in  connection  with  any 
modern  system  of  shorthand,  including  machine  systems. 
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begin  working,  on  the  test  and  continue  until  I tell  you  to 
stop.  Ready ! Go ! ” At  the  end  of  exactly  5 minutes, 
say : “ Stop ! Turn  over  the  page  to  Test  6 and  listen 
carefully  while  I tell  you  what  to  do.” 

Test  6.  Dictation 

“ First  read  the  directions  at  the  top  of  the  page.  (Allow 
about  15  seconds  for  this  and  then  continue.)  This  is  a 
test  to  find  out  how  rapidly  you  can  write  and  how  well  you 
can  remember  the  sentence  I am  going  to  dictate  to  you. 
First  you  will  be  given  an  opportunity  to  take  a tryout  test 
in  the  space  marked  4 Trial  Test.’  Remember,  you  are  to 
start  writing  at  the  very  instant  I begin  dictating  and  you 
continue  writing  as  much  as  you  can  remember  even  after 
I have  stopped  dictating  until  I tell  you  to  stop.  Ready ! ” 
Then  dictate  the  following  sentence  in  exactly  10  seconds: 

“ I cannot  tell  you  at  this  time  just  what  I will  do, 
but  I have  a plan  that  I think  will  work  very  well.” 

Allow  1 minute  after  completing  the  dictation ; then  say : 

“ Stop ! Get  ready  for  the  real  test.”  Dictate  each  of  the 
following  sentences  in  exactly  10  seconds;  it  may  be  neces- 
sary to  practice  beforehand  to  make  certain  that  you  are 
not  reading  too  slowly  or  too  rapidly. 

44  Place  your  pencil  on  the  line  marked  1.  Ready ! 

4 1 am  very  sorry  that  you  could  not  see  the  fine 
play  with  me  last  week,  for  I had  two  good  tickets 
given  to  me.’  ” 

Allow’  1 minute  and  then  say : “ Put  your  pencil  on  the  line 
marked  4 2.’  Ready ! 

4 We  are  sending  several  samples  of  the  new 
materials  you  requested,  hoping  that  you  will  like 
them  and  will  place  your  order  with  us  soon.’  ” 

Allow  1 minute  and  then  say : 44  Place  your  pencil  on  the 
line  marked  1 3.’  Ready ! 

4 It  probably  would  not  be  a good  move  to  bring 
this  matter  to  the  public  before  the  period  set 
for  our  next  regular  summer  meeting.’  ” 

Allow  1 minute,  and  then  say  : 44  Stop ! Place  your  pencil 
on  the  line  marked  4 4.’  Ready ! 

4 Federal  spending  to  stimulate  heavy  industry 
might  be  more  flexible  and  effective  if  concen- 
trated in  large  part  outside  of  the  regular  budget 
and  administered  independently.’  ” 

Allow  1 minute.  Then  say : 44  Turn  over  the  page  to 
Test  7.” 

Test  7.  Word  Sense 

44  Read  the  directions  at  the  top  of  the  page  carefully  and 
study  the  samples.  When  you  are  sure  you  know  what 
to  do,  begin  working  on  the  test.  There  are  two  pages  to 
this  test.  Do  not  stop  at  the  end  of  the  first  page,  but  go 
right  on  working  until  I tell  you  to  stop.”  At  the  end  of 
exactly  7 minutes,  say : 44  Stop ! Close  your  booklets  and 
hand  in  your  papers.” 
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Collect  the  papers  as  rapidly  as  possible  so  that  there  will 
be  no  opportunity  for  comparing  notes  or  making  any 
changes  in  the  test  blanks. 

V.  Directions  for  Scoring 

A copy  of  the  Key  and  Directions  for  Scoring  is  included 
with  each  package  of  tests.  Complete  directions  for  using 
the  Key  appear  on  the  Key  itself. 

VI.  Interpretation  and  Use  of  Test  Results 

Aptitude  or  prognostic  test  scores  are  the  most  difficult 
of  all  test  scores  to  interpret.  The  reason  for  this  is  that  the 
interpretation  must  always  be  made  in  light  of  local  condi- 
tions. Let  us  consider  a specific  situation.  In  a certain 
towm  in  which  the  facilities  for  teaching  stenography  are 
limited,  the  director  of  guidance  has  made  a careful  study 
of  the  local  commercial  situation  to  determine  the  number 
of  adequately  trained  stenographers  that  can  be  absorbed 
each  year,  on  the  average.  With  this  information  in  hand, 
the  guidance  problem  then  becomes  one,  first  of  eliminating 
those  who  are  unfit  to  profit  by  instruction  in  shorthand 
and  second,  of  further  eliminating  those  most  likely  to  fail 
or  to  be  unsatisfactory  stenographers,  until  such  a number 
remains  as  will  about  meet  the  requirements  of  the  local 
situation  for  new  stenographers  at  the  time  these  individuals 
are  ready  to  leave  school.  In  such  a situation  an  adequate 
aptitude  test  is  of  tremendous  value.  It  can  be  used,  in  the 
first  place,  4s  a rough  screen  to  eliminate  the  unfit.  For 
example,  if  the  number  of  applicants  for  admission  to  the 
stenographic  course  each  year  is  more  than  double  the  num- 
ber that  can  be  admitted,  the  lower  50  per  cent  of  the  group 
on  the  basis  of  their  aptitude  scores  can  be  immediately  elim- 
inated from  further  consideration.  The  remaining  candi- 
dates can  then  be  arranged  in  order  of  their  aptitude  test 
scores,  and  other  data  — such  as  intelligence  quotients, 
teachers’  marks  in  various  subjects,  especially  English  and 
reading,  and  possibly  ratings  of  certain  personality  traits 
which  are  considered  fundamental  for  success  in  the  steno- 
graphic field  — may  then  be  collated  with  these  scores. 
The  guidance  counselor  can  then  weigh  the  various  elements 
in  the  light  of  his  experience  with  the  individual  and  make 
final  eliminations  before  choosing  those  who  will  be  per- 
mitted to  enroll  in  the  course. 

In  many  localities  the  problem  is  much  simpler.  Perhaps 
no  effort  has  been  made  to  determine  the  number  of  stenog- 
raphers that  can  be  absorbed  by  industry  in  a giv.en  year,  or 
perhaps  it  is  felt  that  a knowledge  of  stenography  may  be 
a valuable  asset  even  though  the  individual  has  no  intention 
of  putting  it  to  commercial  use.  In  such  a situation,  it  is 
most  often  a problem  of  eliminating  a sufficient  number  so 
as  to  bring  those  to  be  admitted  within  the  range  of  available 
facilities.  In  such  cases  it  is  often  satisfactory  simply  to 
arrange  the  aptitude  test  scores  in  rank  order  and,  begin- 
ning at  the  top  of  the  list,  accept  as  many  pupils  as  can  be 
taken  care  of  adequately. 

Norms.  Since  in  either  of  the  situations  described  above 
all  that  the  aptitude  test  is  called  upon  to  do  is  to  rank  the 
candidates  in  order  of  ability,  it  is  obvious  that  there  is  no 
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In  answering  this  question,  it  is  necessary  to  bear  in  mind 
that  the  purpose  of  this  instrument  is  primarily  to  eliminate 
those  who  are  unfit  to  go  on  with  the  further  study  of  short- 
hand and  not  to  predict  with  a high  degree  of  accuracy  the 
relative  standing  of  those  who  continue  the  study.  Con- 
sidered from  this  point  of  view,  the  conclusion  seems  almost 
inescapable  that  such  an  instrument  would  be  well  worth 
the  relatively  small  amount  of  time  it  takes  to  administer 
and  score.  Additional  research  is  being  carried  on  at  the 
present  time  to  determine  the  predictive  value  of  the 
Aptitude  Test  after  certain  refinements  have  been  made  and 
after  weights  based  upon  the  multiple  correlation  of  sub- 
tests of  the  Aptitude  battery  with  the  achievement  criterion 
have  been  established.  The  results  of  this  research  will  be 
recorded  in  a subsequent  edition  of  this  Manual. 

Reliability.  Since  there  is  only  one  form  of  the  Short- 
hand Aptitude  Test,  the  only  type  of  reliability  coefficient 
wThich  is  obtainable  is  the  split-half  coefficient.  Reliability 
has  been  computed  for  the  subtests  (except  Test  1,  Strok- 
ing) and  for  the  total  score  for  the  268  cases  used  in  the 
study  of  validity.  These  were  the  second-year  steno- 
graphic students  who  remained  out  of  the  total  of  780 
students  originally  tested  with  the  Aptitude  Test.  The 
curtailment  in  the  heterogeneity  of  this  group  in  relation  to 
a random  sample  of  pupils  to  'whom  the  Aptitude  Test 
would  ordinarily  be  given  has  resulted  in  a slight  lowering  of 
the  reliability  coefficients.  These  coefficients  are  given  in 
Table  3 ; the  coefficients  reported  have  been  corrected  by 
the  Spearman-Brown  Prophecy  Formula. 

TABLE  3.  Odd-Even  Reliability  Coefficients  for  Each  Subtest 
and  for  Total  Score  on  Turse  Shorthand  Aptitude  Test  1 


Test 

r i i 

Spelling 

.90 

Phonetic  Association 

.92 

Symbol  Transcription 

.95 

Word  Discrimination 

.86 

Dictation 

.89 

Word  Sense. 

.92 

Total  Score 

.98 

1 N = 268  cases. 


IV.  Directions  for  Administering 

General  directions.  Every  effort  should  be  made  before 
administering  the  test  to  insure  that  the  conditions  are  as 
nearly  ideal  as  possible.  The  total  working  time  on  this 
test  is  about  40  minutes.  There  must  be  at  least  45  minutes 
of  clear  working  time  for  this  test  to  be  administered  prop- 
erly, and  it  is  preferable  to  have  as  much  as  50  minutes 
available.  This  will  allow  for  filling  in  the  blanks  on  the 
first  page  and  for  answering  any  necessary  questions  which 
may  come  up  before  the  beginning  of  the  test.  Be  sure 
that  everyone  is  properly  equipped  with  pencils  before 
starting  the  testing  period. 

There  should  be  a blackboard  in  the  room,  and  prior  to 
the  testing  period  the  grid  needed  to  illustrate  the  method 
of  operation  in  Test  1 should  be  drawn  upon  it.  (See 
diagram  at  top  of  next  column.) 
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Method  of  Marking  for  Test  1 


Specific  directions.  After  the  test  papers  have  been 
handed  out,  say  : “ Fill  in  the  blanks  at  the  top  of  the  page. 
Be  sure  to  write  your  name  clearly  and  fill  in  all  the  informa- 
tion called  for.  Do  not  write  anything  more.  Do  not  turn 
the  page.  Wait  until  you  are  told  to  begin.” 

Test  1.  Stroking 

After  allowing  a short  time  (2  or  3 minutes,  or  time  enough 
for  all  to  finish  filling  in  the  blanks)  say  : “ Look  at  Test  1 
in  the  lower  part  of  the  page.  In  this  test  you  are  to  make 
four  strokes  in  each  block,  going  from  left  to  right.  In  the 
first  block,  make  your  strokes  downward ; in  the  next  block, 
make  them  upward ; in  the  next,  downward ; in  the  next, 
upward,  etc.  (Illustrate  this  simultaneously  with  the  read- 
ing of  the  directions,  using  the  grid  which  has  previously 
been  drawn  upon  the  blackboard.)  Make  your  strokes 
about  one-half  space  tall.  When  I tell  you  to  stop,  place 
an  ‘ X ’ in  the  block  next  to  the  last  block  you  fill  in.  (Dem- 
onstrate on  board.)  When  I give  you  the  signal,  you  are 
to  begin  stroking  as  rapidly  as  you  can  and  continue  until 
I tell  you  to  stop.  Ready ! Begin ! ” Allow  exactly  1 m in- 
ute; then  say:  “ Stop!  Place  an  ‘ X ’ in  the  block  after 
the  last  block  you  filled,  in.  Turn  over  the  page  to  Test  2.” 

Test  2.  Spelling 

Say  to  the  pupils  : “ Study  the  directions  and  the  samples 
until  you  are  sure  you  know  exactly  what  to  do.  As  soon 
as  you  are  sure  you  understand  what  to  do,  begin  working 
on  the  test  and  continue  until  I tell  you  to  stop.  Ready ! 
Go ! ” At  the  end  of  exactly  4 minutes,  say : “ Stop ! 
Turn  over  the  page  to  Test  3.” 

Test  3.  Phonetic  Association 

“ Read  the  directions  at  the  top  of  the  page  and  study  the 
samples.  As  soon  as  you  know  what  to  do,  begin  working 
on  the  test  and  continue  until  I tell  you  to  stop.”  At  the 
end  of  exactly  7 minutes,  say  : “ Stop  ! Turn  over  the  page 
to  Test  4.” 

Test  4.  Symbol  Transcription 

“ Read  the  directions  carefully  and  study  the  sample 
until  you  are  sure  you  know  what  to  do.  Then  begin  work- 
ing on  the  test  and  continue  until  I tell  you  to  stop.  Ready ! 
Go ! ” At  the  end  of  exactly  10  minutes,  say  : “ Stop ! 
Turn  over  the  page  to  Test  5.” 

Test  5.  Word  Discrimination 

“ Read  the  directions  at  the  top  of  the  page  and  study  the 
sample  until  you  are  sure  you  know  what  to  do.  Then 
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MOUNT  PLEASANT  HIGH  SCHOOL 
434  Mount  Pleasant  Avenue 
Providence,  Rhode  Island 

Joseph  H.  Stannard,  Principal  John  H.  Gillick,  Vice-President 

December  13,  1946 

Mr.  Melvin  C.  Jack 
Head  of  Commercial  Department 
North  Quincy  High  School 
Quincy,  Massachusetts 

Dear  Mr.  Jack: 

Please  excuse  the  delay  in  answering  your  letter  of 
October  30  relative  to  our  experience  with  the  Turse 
Shorthand  Aptitude  Test.  The  following  data  is  based  upon 
395  Turse  Shorthand  Aptitude  Test  scores. 

A comparison  of  these  test  scores  with  teachers1  marks 
in  shorthand  indicates  that  approximately  one  out  of  tv/o 
with  a score  of  A on  the  Aptitude  test  will  successfully 
finish  two  years  of  shorthand.  Approximately  one  out  of 
three  with  a score  of  B on  the  Aptitude  test  will  success- 
fully finish  two  years  of  shorthand.  Approximately  one  out 
of  six  with  a score  of  C on  the  aptitude  test  will  success- 
fully finish  two  years  of  shorthand.  Approximately  one  out 
of  twenty  with  a score  of  D on  the  Aptitude  test  will  success- 
fully finish  two  years  of  shorthand.  And  of  those  with  a score 
of  E on  the  Aptitude  test,  none  will  finish. 

For  this  school  I have  figured  the  correlation  coefficient 
between  those  earning  a mark  of  C or  better  on  the  Turse 
Shorthand  Aptitude  Test  and  those  who  successfully  completed 
two  years  of  shorthand,  and  find  this  correlation  to  be  /.722. 
This  correlation  indicates  that  for  us  the  test  does  have  prog- 
nostic value. 

Enclosed  is  a table  showing  the  distribution  of  teachers* 
marks  in  shorthand  1,  2,  3,  4 compared  to  the  scores  earned 
on  the  Turse  Test. 

Thank  you  for  your  offer;  I shall  be  glad  to  receive  the 
results  of  your  experience  in  this  field. 

Sincerely  yours. 


LFK:mp 


Lester  F.  Krone 
Head  of  Guidance 
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APPENDIX  B-2 


Turse  Shorthand  Aptitude  Test 


Turse  Teachers t Marks  Teachers  * Marks 

Aptitude  Test Shorthand  1 Shorthand  2 


% lie 

Letter  bating 

A 

B 

C 

E 

Total 

A 

B 

C 

E 

Total 

90-iocr 

A 

14 

20 

12 

S 

SI 

3 

18 

IS 

3 

37~ 

70-39 

B 

23 

40 

24 

11 

98 

13 

20 

27 

12 

72 

30-69 

C 

24 

71 

60 

25 

180 

4 

38 

54 

16 

112 

10-29 

D 

1 

14 

22 

21 

58 

0 

6 

8 

6 

20 

0-  9 

E 

0 

3 

4 

1 

8 

0 

2 

1 

0 

3 

Totals 

62  1 48  122  63 

395 

20 

84  103 

37 

244 

Turse 

Aptitude  Test 

Teachers  * 

Marks 

Teachers  * 

Marks 

Shorthand  3 

Shorthand  4 

Letter  Rating 

% lie 

A 

B 

C 

E 

Total 

A 

B 

C 

E 

Total 

00-100 

A 

5 

9 

11 

5 

30 

7 

10 

6 

0 

23 

70-39 

B 

6 

11 

21 

6 

44 

5 

12 

17 

0 

34 

30-69 

C 

3 

19 

24 

19 

65 

7 

9 

18 

0 

34 

10-29 

D 

0 

0 

4 

4 

8 

0 

2 

1 

1 

4 

0-9 

E 

0 

0 

0 

1 

1 

0 

0 

0 

0 

0 

Totals 

14 

39 

60 

35 

148 

19 

33 

43 

1 

96 

- 

- 

- 

- 

1 

- 
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TURSE  SHORTHAND  APTITUDE  TEST 


Test  . 

Score 

1.  Stroking 

2.  Spelling 

3.  Phonetic  Association 

4.  Symbol  Transcription 

5.  Word  Discrimination 

6.  Dictation 

7.  Word  Sense 

Total 

By  Paul  L.  Turse 

Chairman,  Commercial  Department 
High  School,  Peekskill,  New  York 


Test 

Score 

Total  Aptitude 

IQ 

English 

Composite 

Name Grade Boy  or  girl 

Date  of  birth  : Month Day Year How  old  are  you  now? 

School City State 

Date  of  examination Name  of  examiner 


Do  not  write  anything  more.  Do  not  turn  the  page.  Wait  until  you  are  told  to  begin. 


TEST  1.  STROKING 


Score  = Number  of  filled  spaces  ( ) 


Published  by  World  Book  Company,  Yonkers-on-Hudson,  New  York,  and  Chicago,  Illinois 
Copyright  1940  by  World  Book  Company.  Copyright  in  Great  Britain.  All  rights  reserved 

Copyright  1937  by  Paul  L.  Turse 

PRINTED  IN  U.S.A.  TSAT-  12 

SIP”  This  test  is  copyrighted.  The  reproduction  of  any  part  of  it  by  mimeograph , hectograph,  or  in  any  other 
way,  whether  the  reproductions  are  sold  or  are  furnished  free  for  use,  is  a violation  of  the  copyright  law. 


TEST  2.  SPELLING 


Turse  Shorthand  Apt.  Test 


Directions.  In  the  following  list  each  word  is  spelled  three  different  ways.  If  one  of  the  spellings  is  correct,  place  its  num- 
ber in  the  space  provided  at  the  right  (1,  2,  or  3).  If  none  of  the  spellings  is  correct,  place  a zero  (0)  in  the 
space.  You  will  be  allowed  four  minutes.  Study  the.  sample  items  shown  below. 

1 2 3 

Samples,  i.  kat cat catt ( 2 ) 

2.  grl gerl girrl ( 0 ) 


1 

2 

3 

1. 

teliphone 

. . .telaphone 

. telephone 

)l 

2. 

sucsess 

. . . succes 

. sucses  

) 2 

3. 

standard 

. . . standred 

.standard 

) 3 

4. 

indecate 

. . indicate 

. indiccate 

) 4 

6. 

citizen 

, . . citazen 

.citezin 

'•( 

) 5 

6. 

propasition  . . . . 

. . proposition . . . . 

. propposition  . . 

) 6 

7. 

aplication  ...... 

. .applacation  . . . 

.application  ... 

)7 

8. 

governent 

. .goverment  . . .'. 

. govrenment  . . . 

) 8 

9. 

character  

. .charecter  

. charactar  

) 9 

10. 

satisfactarv  . . . . 

. . satisfactory  . . . 

. satisfactrv  . . . . 

) io 

11. 

expecially 

. . especially 

.expecialy 

)n 

12. 

comittee 

. .committee  . . . . 

.commitee 

) 12 

13. 

merchandise  . . . 

. . merchendise  . . . 

. merchendize  . . 

) 13 

14. 

apreciate 

. . appreciate  . . . . 

. appreicate  . . . . 

) 14 

15. 

custamer 

. .customar 

.customer 

) 15 

16. 

necasary  

. . neeesary 

. necassary 

) 16 

17. 

impossible 

. . imposible 

. impossable .... 

)« 

18. 

secretary 

. .secratary  

.secretery  

) 18 

19. 

testamony 

. .testimoney  . . . . 

. testimony 

• •C 

) 19 

20. 

realize  ........ 

. .realiaze 

.reallize 

) 20 

21. 

tarrlff 

. . tariff 

. tarrif 

) 21 

22. 

referance 

. . refferance 

. reference 

) 22 

23. 

minoraty 

. .minorety 

. minority 

) 23 

24. 

rinzed 

. . rinst  

.rinsed 

) 24 

25. 

in  vest  agate  . . . . 

. . investegate  . . . . 

.investigate.  . . . 

) 25 

26. 

agreement 

. .aggreement  . . . 

. agreeament  . . . 

) 26 

27. 

remmittance  . . . 

. . remit ance 

. remmitance  . . . 

) 27 

28. 

prelimanary  . . . 

. .preliminary  . . . 

. preliminery  . . . 

) 28 

29. 

restarant 

. .restaurant  . . . . 

. restaraunt  . . . . 

) 29 

30. 

available 

. . avail ible 

.avaliable 

) 30 

31. 

vicinity 

. .vicinaty 

. vacinitv 

) 31 

32. 

similiar  

. .similar 

. simalar 

) 32 

33. 

warrent 

. . warrant 

. warant 

) 33 

34. 

sincerlv 

. . sinserley 

.sincerely 

) 34 

35. 

accommadate  . . 

. . acommodate  . . 

. accomodate  . . . 

) 35 

36. 

dissappoint  . . . . 

. . disappoint  .... 

. dissapoint  .... 

) 36 

37. 

reccommend  . . . 

. . recomend 

.recommend  . . . 

) 37 

38. 

souvenir 

. souviner 

) 38 

39. 

sepperate 

. .seperate  

. sepparate 

) 39 

40. 

maintenance  . . . 

. . maintainence  . . 

. maintanence  . . 

) 40 

41. 

innadequate  . . . 

. . inadaquate  . . . . 

. inedaquate.  . . . 

) 41 

42. 

rythm  

. . rhythym 

. rhythm 

) 42 

43. 

comitment 

. . comittment  . . . 

. committment  . 

) 43 

44. 

fore  ward 

. farword 

) 44 

45. 

indispensible  . . . 

. . indespensable.  . 

. indaspensible.  . 

) 45 

[ 2 1 


Score  = Number  correct  X 2 ( ) 


TEST  3.  PHONETIC  ASSOCIATION 


Turse  Shorthand  Apt.  Test 


Directions.  The  words  below  are  spelled  approximately  as  they  are  pronounced.  In  the  space  provided,  write  the  correct 
spelling.  You  will  be  allowed  seven  minutes. 


Samples.  1.  hoom vohjo-wo. 


2.  luv los\Ms. 


1. 

atemted 

2. 

1 

serten. . 

3. 

krisis . . . 

4. 

cherch . . 

5. 

setl .... 

6. 

jenral . . 

7. 

teknikl . 

8. 

resevd . . 

9. 

thretn. . 

10. 

funks!,  n 

11. 

erj 

12. 

duznt . . 

13. 

Jorj 

14. 

awdiens . 

15. 

lokl 

16. 

emfasis . 

17. 

teknek . 

18. 

traktr. . 

19. 

axept. . 

20. 

f ebl .... 

21.  silens . . 

22.  loil . . . . 

23.  favrd . . 

24.  imajn.  . 

25.  eksit . . . 

26.  ekwal . . 

27.  dround. 

28.  ethikl . . 

29.  desevd . 

30.  kritisiz . 

31.  finans.  . 

32.  egzemt . 

33.  kanseld 

34.  nomnl. 

35.  nif 


36.  folt 


37. 


38. 


39. 


40. 


' 

dimnd 

klekshun 

tech 

kuvr 


41.  elokwens . 

42.  wosht 

43.  Shikawgo 

44.  bom 

45.  sinser 

46.  peupl  . . . 

47.  groz 

48.  alej 

49.  fazez 

50.  inkrest . . . 

51.  klamd.... 

52.  wimns . . . 

53.  gres 

54.  dezin . . . . 

55.  kozd 

56.  wokt 

57.  kwen . . . . 

58.  sest 

59.  tox 

60.  biz  


Score  = Number  correct  ( ) 


TEST  4.  SYMBOL  TRANSCRIPTION 


Turse  Shorthand  Apt.  Test 


Directions.  This  is  a test  to  determine  how  rapidly  and  how  accurately  you  can  decipher  or  transcribe  the  following 
shorthand  sentences  by  using  the  alphabetic  key  which  is  provided  below.  Letters  which  are  not  pronounced 
are  not  written  in  the  shorthand,  but  all  missing  letters  must  be  supplied  in  every  word  in  your  answer.  Study 
the  sample  given  below.  You  will  find  that  the  word  “mean”  is  written  in  shorthand  “m-e-n”  because  the 
“a”  is  not  pronounced.  Each  sentence  is  complete  and  grammatically  correct.  You  will  be  allowed  ten 
minutes. 

Key 


Letter : 

r a v 

sethi 

m n 1 o 

f d 

Symbol : 

V—/ 

0 

< 

/">  O 

| v ) > 

— 1 

Sample. 

1. 

-o 

° 

L 

Answer. 

7 ^4 

~^cnL/  cl 

^ 7 



i 


1. 


2. 


3. 


4. 


5. 


6. 


^ Z 


X ^ ^ 

/ 

o 

7 

< 

wO 

7 

V 

> . 

_Z 

7 

^ 1 

\ 

xj ^ AfTO 




L. M 

o °\/  ^ V>-^P  ^y~0  — Ck 

- ' 

/ r V 

— "X C 

° T7 7 

^-0  j 7,  ^9 

r 

N/ 

S ^ | 

[ 4 ] 


) 


Score  = Number  correct  X 2 ( 


TEST  5.  WORD  DISCRIMINATION 


Turse  Shorthand  Apt.  Test 


Directions.  In  each  of  the  following  sentences  choose  the  word  in  the  parentheses  which  best  completes  the  meaning  of  the 
sentence  and  place  its  number  in  the  space  provided  at  the  right.  You  will  be  allowed  five  minutes. 

Sample.  The  dog  (1  bagged  2 barked  3 bragged  4 braked)  at  the  noisy  boys ( 2 ) 


1. 

2. 

3. 

4. 

5. 


The  (1  leak  2 lick  3 lack  4 lake)  of  water  made  irrigation  necessary . . .(  ) 

The  building  inspector  discovered  a defective  (1  goiter  2 girdle  3 garter  4 girder)  in  the 

hospital ; ( ) 

He  was  (1  ode  2 owed  3 awed  4 odd)  by  the  strange  actions  of  the  crazed  banker ( ) 

He  may  (1  lose  2 loss  3 loose  4 loosen)  his  balance  and  fall ( ) 

The  most  promising  (1  correctives  2 corrections  3 correspondence  4 correspondents)  were 

given  a personal  interview ’ . ( ) 

The  post-office  officials  discovered  who  was  at  the  (1  route  2 rote  3 road  4 root)  of  the 


swindle . 


( ) 


According  to  the  law  (1  minorities 
make  contracts 


2 miners  3 minors  4 monitors)  are  incompetent  to 


( ) 


8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 


If  the  postman  is  in  no  hurry  he  will  take  the  (1  letter  2 later  3 litter  4 latter)  train.  . . . ( 

Our  public  schools  are  founded  on  democratic  (1  principles  2 principalships  3 principals 
4 principalities)  >. ( 

The  board  of  directors  elected  an  (1  executor  2 executive  3 executioner  4 executrix)  for 
the  corporation ( 

The  missionary  was  (1  holy  2 holly  3 wholly  4 holey)  at  the  mercy  of  the  savages ( 

The  woodman  (1  filled  2 felled  3 filed  4 felt)  the  tree  with  the  sap  oozing  from  its  bark( 
The  (1  model  2 modified  3 modern  4 modest)  amendment  was  passed  by  the  Senate.  . .( 

(1  ware  2 aware  3.  wear  4 where)  occurs  rapidly  on  unpainted  buildings ( 

The  farmer  was  in  (1  sewer  2 sore  3 soar  4 sower)  need  of  a drainage  ditch ( 

He  entered  the  war  with  (1  scared  2 sacred  3 scoured  4 scarred)  ideals ( 

They  will  (1  adept  2 adopt  3 adapt  4 edit)  the  plan  to  their  recpiirements ( 

The  traveler  could  not  interpret  the  (1  writes  2 writs  3 rights  4 rites)  of  the  savages.  . . ( 

On  the  assessment  records  the  building  was  (1  leased  2 last  3 least  4 listed)  at  a valua- 
tion of  $5000 .....' ( 

His  speech  was  so  (1  effective  2 affectionate  3 affected  4 evicted)  that  his  audience  was 
not  favorably  impressed ( 

The  (1  counsel  2 consul  3 council  4 console)  for  the  defense  met  with  his  staff  after  the  trial  ( 
The  (1  flue  2 flow  3 flew  4 flaw)  in  the  chimney  made  it  unsafe ( 

The  defendant  hopes  that  the  court  will  (1  reserve  2 receive  3 reverse  4 revise)  the  de- 
cision after  a new  trial ( 

The  (1  sear  2 seer  3 sere  4 sir)  foretold  the  destruction  of  the  mill .( 

When  asked  his  opinion  the  aviator  (1  discerned  2 dissented  3 desisted  4 descended) 
with  the  Airway  Company’s  policy * ( 

Under  “Seniority  Rule”  promotions  are  granted  by  (1  precedence  2 presumptions  3 presi- 
dents 4 persistence) ( 

The  burglar  (1  stilled  2 stalled  3 stilted  4 steeled)  himself  for  the  alarm ( 

He  will  (1  cull  2 cool  3 cole  4 coal)  the  hot  potatoes  from  the  others  in  the  oven ( 

Her  crude  manners  labeled  her  as  a (1  boar  2 bore  3 bower  4 boor) ( 

His  (1  planned  2 blunt  3 bland  t 4 blended)  manner  of  speaking  made  no  enemies ( 


) 


[ 5 ] 


Score  = Number  correct  X 2 ( ) 


TEST  6.  DICTATION 


Turse  Shorthand  Apt.  Test 


To  the  Pupil.  Instructions  for  this  test  will  be  given  by  the  person  conducting  the  test.  Your  handwriting  need  not  be  your 
very  best,  but  it  should  be  clearly  legible.  Write  each  word  out  in  full.  No  credit  will  be  allowed  for  words  which 
are  not  clear  to  the  examiner  or  for  words  which  are  abbreviated. 


Trial  Test. 


1. 


2. 


\ 


3. 


4. 


[ 6 ] 





Score  = Number  of  words  correct  ( ) 


TEST  7.  WORD  SENSE 


Turse  Shorthand  Apt.  Test 


Directions.  In  the  following  paragraphs  the  underscored  letters  or  spaces  represent  one  or  more  words  which  have  been 
abbreviated,  contracted,  or  omitted.  In  the  numbered  spaces  provided  at  the  right  of  the  page  write  the  complete  word  or 
words  indicated  by  the  numbers.  Read  ihe  paragraphs  carefully  for  the  meaning.  You  will  be  allowed  seven  minutes. 


Sample.  John  lived  in  the  bldg  on  Tenth  Ave  six  years. 


1.  hioifcLt-rixp 

2.  (Xok/yuax- 


* Business  is  oftn  defined  as  that  which  usually 

2 

occupies  a person’s  time,  efrt  and  attention,  espe- 

3 

daily  the  occupation  frm  which  one  derives  a living. 

4 

According  to  one  dctrv  definition,  business  differs 

5 

from  a profession  in  that  a profession  rqrs  scholar- 

ship  and  learning  and  carries  the  ideal  of  srvng 

7 

others,  while  business  aims  primarily  at  rng  a living 
8 

or  mkg  a profit.  Many  other  definitions  of  business 

9 

mab  given  with  varying  narrow'  or  broad  meanings. 

10 

Business,  in  the  nrowf  profit-seeking  sense,  no 

n 

doubt,  has  had  a major  role  in  shpng  the  destinies 
12 

of  rrdrn  nations.  Profit  lias  forced  competition; 

13 

competition  hs  resulted  in  inequality;  inequality  has 

14 

bred  discontent ; discontent  has  cr+ed  conflict.  These 

15 

same  forces  have  been  at  wrk  in  the  building 
16 

ofn  empire  or  in  the  building  of  a commercial  institu- 

17 

tion.  If  many  of  the  economic  ills  of  the  wtI  are  to 

18 

be  remedied,  the  ideal  of  service  must  largely  rplce 

19 

the  motive  of  profit.  To  business  education  largely  fls 
the  task. 

20 

Because  business  has  sch  far-reaching  influences 
21 

in  the  life  of  each  ndvdl,  he  cannot  be  truly  educated 
22 

r socially  intelligent  unless  he  know's  something  of  the 

23 

business-economic  laws  wrch  make  the  social  condition 

24 

what  it  is.  The  bkg  and  industrial  crises  of  1932 
25  . 

brought  out  sm  startling  facts  concerning  the  ignorance 

26  . 27 

of  the  average  citizen  abt  business  mtrs  which 

28  29 

vtlv  cncrd  his  personal  welfare. 


1 

2 

3 

4.  . 

5  

6  

7  

8  ,. 

9 

10 

11 

12 

13  

14  

15.  . 

16 

17  

18  % 

19  

20  

21 

22 

23  

24  

25  

26  27. 

28 29. 


[Continued  on  next  page.) 


TEST  7.  WORD  SENSE  — Continued 


Turse  Shorthand  Apt.  Te~t 


No  matter  how  business  is  dei'nd,  reduced  to  its 


31  . 32  . 

lost  terms,  it  is  a system  by  which  pj>l  in  ah  organ- 


ized society  are  able  tstsfy  their  material  wants. 

34 

If  business  education  of  future  can 


35  36 

dscorg  misleading  stints  in  advertising ; if  it  can 


make  ntlgt  consumers  of  business  goods  and  services ; 


if  it  can  foster  ideals  of  hnsty  and  fair  play  in 


39 


all  business  rlshps,  then  can  it  make  business  a 


40 


far  better  medium  for  the  stfctn  of  human  wants. 


Changes  in  business  rgztn  and  management 


have  tended  to  put  cntrl  in  the  hands  of  a few  so 


43 


that  the  terms  ‘ big  business”  and  “cptsm ” have  a 


somewhat  anti-social  sgnenee  to  many  citizens. 


There  is  no  dbt  that  unethical  practices  frequently 


one 


the  greatest  criticisms  of  business. 

a 


50  51 

If  business  edctn  nth  future  can  make 


cntbtn  to  the  social  understanding  of  the  consumer; 


ft  can  bring  to  the  producer  an  appreciation  of 


human  vis  in  business  relationships,  then  twl 


contribute  to  the  mkg  of  a more  intelligent  type 


of  citizenship  and  enable  bth  consumer  and  pro- 


58 


59 


ducer  ttk  a more  fctv  part  in  the  betterment 


of  the  scl  order. 


30. 

31. 

33. 

34. 

35. 

37. 

38. 

39. 

40. 

41. 

42. 

43. 

44. 
46. 


46 

xst 

in  business 

deals 

and 

that  individual 

46. 

47 

prf 

rather  than 

social  service 

motivates  most 

47. 

48 

cml 

enterprises ; 

and  this 

fact 

is  undoubtedly 

48. 

49. 

50. 

52. 

53. 

54. 
53. 

57. 

58. 
60. 


32. 


36. 


51. 


55. 


59. 


[ § ] 


Score  — Number  correct  ( ) 


APPENDIX  D 

TURSE-DUROST 


60 


SHORTHAND  ACHIEVEMENT  TEST  (Gregg) 

j 

By  Paul  L.  Turse,  A.M. 

Chairman,  Commercial  Department 
High  School,  Peekskill,  New  York 

and  Walter  N.  Durost,  Ph.D. 

i 

Director,  Division  of  Research  and  Test  Service 
World  Book  Company,  Yonkers-on-Hudson,  New  York 


FORM 


A 


Name Date. 


19. 


Birthday . 


Month 


Day 


Year 


. Age Classification . 


Examiner How  many  semesters  have  you  studied  shorthand? 


Skills 

Score 

Rating 

or 

%-ILE 

Language  skills 

Shorthand  penmanship 

Shorthand  principles 

Total  score 

TRIAL  LETTER 

Dear  Sir: 

Your  letter  arived  yesterday  and  we  are 
sorry  you  cant  (blank)  the  meeting.  Please  do  not 
(blank)  for  we  shall  sent  you  a list  of  all  the  to- 
pics which  will  be  described  so  that  you  will  know 
what  took  place  let  us  know  if  you  can  attend 
this  meeting  next  week,  yours  truly. 


Make  all  corrections 
in  the  spaces  below. 


a. . 

b. 


c. . 

d. . 


\ 


e.. 


* 


Do  not  turn  this  page.  Wait  for  further  instructions. 


Published  by  World  Book  Company,  Yonkers-on-Hudson,  New  York,  and  Chicago,  Illinois 
Copyright  1941  by  World  Book  Company.  Copyright  in  Great  Britain.  AU  rights  reserved 

Copyright  1938  by  Paul  L.  Turse 

printed  in  u.8.a.  tdsat  : a-6  Edition  <2 

£5^“  This  test  is  copyrighted.  The  reproduction  of  any  part  of  it  by  mimeograph,  hectograph,  or  in  any  other 
— way t..wkether  the  reproductions  are  sold  or  are  furnished  free  for  use,  is  a violation  of  the  copyright  law. 


Turse-Durost  Shorthand  Ach.:  Form  A 


LETTER  I 

Gentlemen: 

When  an  old  [blank)  stops  calling  it  becomes  a 
[blank]  of  great  [blank]  to  me.  Frequently  you  [blank] 
the  lot  that  in  some  way  you  have  been  at  [blank). 

That  is  what  we  feel  when  we  consult  our  records  and 
fined  that  your  credit  with  us  has  not  been  [blank] 
fcr  some  time.  We  know  that  our  claim  for  the  [blank] 
bids  which  were  lowest  in  [blank]  still  remains  unpaid 
and  that  there  is  a balance  [blank]  in  your  favor  or 
$12.63.  In  (blank)  these  matters  it  would  be  more 
(blank)  for  you  to  pay  the  amount  to  us  and  have  our 
grain  settled  by  a (blartle)  from  you.  However,  it  will  be 
(blank)  to  us  if  you  prefer  to  fit  the  parts  just 
mentioned.  May  we  (blank)  on  your  continuing  free  business 

' I 

(blank)?  Very  truly  yours. 


Make  all  corrections 
in  the  spaces  below. 


1. 

2., 

3.. 

4. 

5. 

6. 

7.. 

8.. 
9.. 

10.. 

11. 


12. 


13. 

14. 


LETTER  H 


Gentlemen: 

We  are  very  sorry  to  remark  that  the  article  15. 
sold  you  last  month  would  no-t  come  up  at  your  (blank)  16.. 
even  though  you  have  used  part  of  the  orders,  if  17. 
you  will  return  the  cards,  (blank)  and  pencils,  we  18., 
shall  allow  you  (blank)  to  be  appealed  on  future  19.. 


orders.  With  us  it  is  service  always  a motto  we  adapted  20., 
for  our  own  use  when  we  begun  business  thirty  three  years  21.. 


ago.  Ideal  products  have  been  rating  the  market  22.. 

in  quantity  even  since  that  time.  Wont  you  let  us  23.. 

here  from  you  soon  (blank)  the  order.  We  are  (blank)  24.. 

to  clear  up  the  matter  for  you  entirely  satisfactory.  25.. 

In  order  that  the  correction  may  be  made  in  time  for  26., 

( 

your  (blank)  and  that  you  may  not  suffer  (blank)  loss,  we  27. 


(blank)  you  use  the  enclosed  air  male  card.  Respectively,  28. 


Turse-Durost  Shorthand  Ach.:  Form  A 


-r 


LETTER  HI 

Dear  Sir: 

We  [blank)  to  learn  of  the  [blank)  considered 
Smith  & Company  through  the  [blank)  of  an  employee. 
However,  if  you  know  that  our  clerk  charged  both 
iirkhe  coded  and  catalog  prices,  you  should  have 

considered  the  fact  immediately.  Now  we  must  move 
most  carefully  into  the  matter  of  Smith  & Companys 
(blank)  and,  if  the  (blank)  warrant  it,  we  shall  be 
forced  to  allow  them  the  (blank)  of  40%  claimed  on 
each  (blank)  ordered.  %We  hope  that  this  (blank)  will 
not  cause  (blank)  personal  charges  in  your  office 
and  that  your  (blank)  will  (blank)  its  permanent  place 
on  our  list  of  satisfactory  customers.  Under  the 
conditions  we  wrote  it  would  be  (blank)  that  paym- 
ent be  met  on  the  former  overdue  balance  on  our  August 
invoice.  However,  the  September  and  (blank)  orders 
should  be  bid  in  for  you.  Cordially  yours, 

LETTER  IV 

Dear  Sir: 

We  do  not  (blank)  how  you.  arrived  at  the 
figure  (blank)  as  the  made  procedes  on  the  (blank) 
shipment  made  to  you  on  October  5.  We  have  a 
recent  bill  in  our  (blank)  showing  payment  of  both 
balance  and  principle  in  full.  Our  correspondent 
discloses  that  you  mistake  the  repayment  on  the 
whole  bill  to  be  20%  which  really  owes  2%.  We 
(blank)  that  it  was  necessary  for  us  to  (blank)  your 
(blank)  offer  to  take  care  of  all  our  orders.  We  feel 
the  necessary  adaption  cannot  be  made  without  conside- 
rable (blank)  to  us.  However,  please  feel  free 
to  (blank)  an  (blank)  -plan.  If  such  a plan  can  be 
affected  (blank)  serious  delays  may  be  (blank)  and  if 
all  regular  (blank)  can  be  refused  by  our  council, 
we  may  (blank)  your  offer.  Without  advise  from  him, 
we  cannot  accept.  Yours  truly, 

[ 3 ] 


Make  all  corrections 
in  the  spaces  below. 

29  

30  

31  

32.  . 

33.  r 

34 

%>- 

36  - 

37  > 

38  

39  

40..  

41.  

42 

43..  

44 


45  

46  

47  

48  

49  

50  

51  

52. _ 

53  

54  

55  

56  

57. _ 

58 

59 — 
60 


Turse-Durost  Sho’-thand  Aoh.:  Form  A 


LETTER  V 

Dear  Mr.  King: 

I am  sorry  to  say  that  Mr.  Smith  was  sustained 
in  his  consistently  illegal  transfer  of  our  people's 
funds.  I have  refused  the  correspondence  of  several 
applications  who  should  have  preference  over  others 
for  the  (blank)  now  created  in  our  (blank)  . One  ap- 
plicant is  (blank)  well  recommended.  Furthermore,  he 
is  especially  (blank)  for  the  agriculture  post  by 
virtue  of  his  proved  ability  to  (blank)  the  problems 
of  underproduction  and  because  of  his  knowledge  of 

I 

the  loss  based  on  the  recommendations  of  the  Board 

V 

of  Trade.  He  has  a familiar  knowledge  of  stock  mar- 
ket conditions.  For  that  reason  I (blank)  believe  he 
will  constantly  oppose  money  (blank)  with  investors 
funds.  If  an  (blank)  were  guaranteed  him  by  our  (blank) 

staff,  I am  sure  it  would  refer  other  desirable  (blank) 

( 

which  would  make  him  valuable  to  all  of  us  formal 
employees.  Yours  sincerely. 


Make  all  corrections 
in  the  spaces  below. 


61. 

62. 

63. 

64.. 
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66., 

67.. 

68.. 
69. 

70.. 
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72.. 

73.. 

74.. 

75.. 
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TURSE-DUROST 

SHORTHAND  ACHIEVEMENT  TEST  (Gregg) 

By  Paul  L.  Turse,  A.M. 

Chairman,  Commercial  Department 
High  School,  Peekskill,  New  York 


and  Walter  N.  Durost,  Ph.D. 

Director,  Division  of  Research  and  Test  Service 
World  Book  Company,  Yonkers-on-Hudson,  New  York 

MANUAL  OF  DIRECTIONS 


For  Use  with  Students  in  Training 


Purpose  of  This  Test 

In  constructing  the  Turse-Durost  Shorthand  Achievement 
Test  the  authors  desired  to  satisfy  four  general  requirements. 
First,  the  test  must  be  a valid  instrument  for  the  meas- 
urement of  shorthand  achievement  independent  of  other 
abilities,  particularly  typing,  the  spacing  of  a letter  properly, 
etc.  Secondly,  the  test  must  give  proper  emphasis  to  the 
various  types  of  errors  ordinarily  made  in  taking  and  tran- 
scribing shorthand.  These  errors  fall  in  three  major  cate- 
gories ; namely,  language  errors,  errors  caused  by  poor 
shorthand  penmanship,  and  errors  caused  by  lack  of  mastery 
of  shorthand  principles.  In  the  third  place,  the  test  must 
be  in  such  a form  that  it  can  be  given  within  the  limits  of  a 
single  class  period  without  sacrificing  validity  or  reliability. 
Finally,  the  test  must  permit  easy  and  rapid  scoring  by 
means  of  a strip  key  instead  of  requiring  the  laborious 
scoring  of  a verbatim  transcript  as  has  been  required  in  most 
shorthand  achievement  tests  in  the  past. 

To  satisfy  these  requirements,  the  authors  have  created  a 
new  form  of  shorthand  achievement  test.  The  dictated 
matter  of  each  of  the  two  equivalent  forms,  A and  B,  consists 
of  five  typical  business  letters,  dictated  in  the  usual  way  at 
varying  speeds,  depending  upon  the  degree  of  experience. 
The  letters  are  also  recorded  in  the  traditional  fashion, 
but  here  thve  similarity  with  previous  tests  of  shorthand 
achievement  ends.  Each  pupil  is  given  a test  booklet 
containing  a transcript  of  the  five  letters.  However,  each 
of  the  letters  as  transcribed  contains  errors  and  omissions 
which  the  pupil  is  required  to  correct  and  fill  in  from  the 
shorthand  notes.  These  corrections  and  additions  are 
entered  in  the  margin  of  the  test  booklet  on  lines  provided 
for  this  purpose,  making  it  possible  to  score  the  test  by 
means  of  the  strip  key. 

Provision  has  been'  made  for  administering  this  test  to 
individuals  in  all  stages  of  development  and  experience 
beyond  the  point  of  initial  experience  in  transcribing 
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connected  discourse.  In  a public  school  situation  it  is  not 
recommended  for  use  earlier  than  the  end  of  the  first  year 
of  instruction.  It  has  great  value  as  a terminal  test  for 
first-year  students  or  with  business  school  students  with 
equivalent  training.  It  also  may  be  used  very  helpfully 
during  the  second  year  and  as  a terminal  test  for  second- 
year  students. 

A single  form  of  the  test  may  be  given  within  one  hour, 
although  the  time  varies  according  to  the  level  of  experience 
due  to  variations  in  the  speed  of  dictation. 

The  test  may  be  used  with  any  type  of  shorthand,  but  it 
is  intended  primarily  for  Gregg  students  and  present  norms 
are  based  entirely  upon  the  performance  of  students  study- 
ing Gregg. 

Scores  may  be  obtained  within  each  of  the  three  major 
areas  into  which  common  errors  fall ; namely,  language  skill, 
shorthand  penmanship,  and  mastery  of  shorthand  principles. 
The  keys  are  arranged  so  that  these  part  scores  may  be 
obtained  if  desired.  These  subscores  are  particularly  valu- 
able when  the  test  is  being  used  as  a diagnostic  instrument.1 

Construction  of  .the  Test 

The  characteristic  of  the  T urse-Durost  Shorthand  Achieve- 
ment Test  which  makes  it  different  from  other  tests  of  short- 
hand achievement  now  available  is  the  use  of  a prepared 
transcript  containing  errors  to  be  corrected  by  the  student 
from  his  shorthand  notes.  The  use  of  this  form  of  measure- 
ment involves  some  peculiar  difficulties.  The  greatest 
problem  is  in  the  choice  of  material  to  be  dictated.  It  is 
necessary  to  prepare  selections  in  such  a way  that  plausible 
wrong  responses  can  be  recorded  for  a high  proportion  of 
the  content  without  destroying  the  apparent  continuity  of 
the  material.  While  doing  this,  it  is  necessary  to  balance 
the  errors  in  the  prepared  transcript  to  cover  adequately 

'These  subscores  are  meaningful  only  with  students  studying  Gregg 
shorthand. 
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the  three  major  types  of  shorthand  errors.  As  a first  step 
in  the  construction  of  the  test,  a list  of  words  was  prepared 
based  upon  a sampling  of  shorthand  principles ; i.e.,  brief 
forms,  prefixes,  suffixes,  etc.  Contextual  matter  was  then 
written  around  these  specially  prepared  words  in  such  a way 
as  to  embed  them  meaningfully  in  the  context.  Secondly, 
an  analysis  was  made  of  transcription  errors  as  reported  by 
research  studies  in  this  field  to  determine  the  chief  types  of 
such  errors  and  their  causes.  It  was  found  that  most  errors 
of  transcription  are  caused  by  : 

a.  Lack  of  knowledge  of  rules  of  punctuation,  syllabifica- 
tion, paragraphing,  etc. 

b.  Inability  to  spell 

c.  Incorrect,  poorly  proportioned,  or  incomplete  outlines 

d.  Poor  word  sense  or  lack  of  knowledge  of  sentence 
structure 

e.  Improper  proofreading  of  notes 

/•  Typing 

The  selections  were  further  edited  so  that,  in  addition  to 
testing  the  application  of  shorthand  principles,  they  also 
cover  the  chief  errors  of  transcription  listed  above,  with 
the  exception,  of  course,  of  typing.  It  was  felt  that  typing 
constituted  a special,  or  separate,  skill  and  that  it  should 
not  be  allowed  to  complicate  the  measurement  of  short- 
hand achievement,  but  should  be  measured  as  a separate 
entity. 

To  summarize,  test  items  were  dispersed  throughout  each 
of  the  five  letters  in  each  form  which  would  measure  punc- 
tuation, paragraphing,  syllabification,  spelling,  shorthand 
penmanship  or  outline  proportion,  and  word  sense  or  knowl- 
edge of  sentence  structure.  Taking  the  five  letters  com- 
prising either  form,  the  various  types  of  errors  listed  above 
were  so  balanced  as  to  have  a proper  and  reasonable  weight 
in  the  total  score. 

Experimental  Tryout 

The  material  of  both  test  forms,  as  outlined  above,  was 
given  to  183  pupils  in  five  high  schools  at  the  end  of  one 
year  of  shorthand  study.  An  error  analysis  was  then  made 
which  was  used  as  a basis  for  revising  and  rearranging  the 
context  so  as  to  get  a more  satisfactory  order  of  difficulty. 
After  the  two  forms  were  revised,  they  were  given  to 
116  end-of-second-year  pupils  in  four  high  schools.  The 
scores  on  the  revised  test  were  correlated  with  teachers’ 
marks.  The  resulting  coefficient  of  .73  was  deemed  high 
enough  to  encourage  further  experimentation. 

Minor  modifications  were  made  in  the  context  and  a third 
experimental  edition  was  prepared.  Both  forms  were  given 
to  200  students  completing  two  years  of  shorthand  in  several 
high  schools.  On  the  basis  of  these  test  results,  split-half 
reliability  coefficients  were  determined  for  each  of  the  two 
forms.  The  resulting  values  when  corrected  by  the  Spearman- 
Brown  formula  wrere  .97  for  Form  A and  .94  for  Form  B. 
The  intercorrelation  of  the  two  forms  for  this  group  was 
found  to  be  .83.  Considering  the  high  degree  of  selection 
in  second-year  students  of  shorthand,  these  reliability 
coefficients  were  felt  to  be  satisfactory.  Test  scores  were 


correlated  with  teachers’  marks  for  this  group,  and  a value 
of  .67  was  obtained.  Considering  the  fact  that  no  attempt 
was  made  to  allow  for  differences  in  marking  procedure  from 
one  school  to  another,  it  was  felt  that  this  value  was 
encouragingly  high. 

Another  experiment  was  carried  out,  using  this  edition 
of  the  test  involving  the  administration  of  both  forms  to 
about  200  students  completing  two  years  of  shorthand 
instruction  in  Elizabeth,  New  Jersey.  All  students  took 
Form  A first.  The  dictation  was  spread  over  several  days, 
but  at  the  end  of  each  session  of  dictation  the  pupils  tran- 
scribed their  notes  literally  and  then  corrected  the  test 
transcript. 

The  analysis  of  the  data  obtained  in  this  experiment  is 
summarized  in  Table  1.  Briefly,  Table  1 shows  that  the 
correction  form  of  measuring  shorthand  achievement  is, 
in  terms  of  the  data  shown,  slightly  more  reliable  than  the 
traditional  procedure  of  measuring  shorthand  achievement 
by  counting  the  errors  in  a verbatim  transcript  of  the  short- 
hand notes.  We  also  note  that  the  relation  between  the 
two  methods  of  testing  is  the  same,  regardless  of  whether 

TABLE  1 

Summary  of  Prf.liminary  Validity  Experiment:  Turse-Durost 
Shorthand  Achievement  Test 

Subjects:  200  End-of-Second-Year  Pupils  in  Battin  Girls'  High  School, 


Elizabeth,  New  Jersey 

Correlation  of : 

Form  A:  Correction  Form  with  Form  B:  Correction  Form 81 

Form  A:  Verbatim  Form  with  Form  B:  Verbatim  Form 78 

Form  A : Correction  with  Form  A : Verbatim 09 

Form  B : Correction  with  Form  B : Verbatim 69 

Estimated  True  Correlation  of  Correction  and  Verbatim  Forms.  . . .85 


Form  A or  Form  B is  used.  This  is  not  surprising,  consider- 
ing the  fact  that  the  two  sets  of  letters  were  made  as  nearly 
similar  as  possible.  The  estimated  true  correlation  of  .85 
between  the  correction  and  verbatim  form  is  high,  but  not 
as  high  as  had  been  expected  in  the  light  of  some  earlier 
experimentation.  The  fact  that  the  verbatim  transcripts 
were  scored  by  a group  of  high  school  secretarial  students 
while  the  correction  forms  were  scored  by  the  senior  author 
was  thought  to  enter  in  as  a possible  factor  to  lower  the 
correlation  between  the  correction  form  and  the  verbatim 
form.  In  order  to  check  upon  this  possibility  and  to 
establish  more  definitely  the  true  relation  between  the  two 
methods  of  scoring,  a replicative  experiment  was  decided 
upon  following  the  same  general  pattern  of  the  experiment 
described  above. 

Final  Validity  and  Reliability  Data 

Following  the  experimental  work  described  above,  the 
final  forms  of  the  Turse-Durost  Shorthand  Achievement 
Test  were  printed  in  the  regular  booklet  form  for  the  purpose 
of  securing  norms.  At  the  same  time,  a special  edition  of 
the  test  was  prepared  in  a somewhat  modified  form.  The 
introductory  sheet  and  each  of  the  ten  letters  in  Forms  A 
and  B were  reproduced  on  separate  sheets.  For  example, 
Letter  1 of  Form  A was  reproduced  at  the  top  of  a page 
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while  the  bottom  half  of  the  page  was  lined  off  for  taking 
dictation  as  in  a stenographer’s  notebook.  A perforation 
was  inserted  in  the  middle  of  the  sheet,  making  it  possible 
to  separate  the  shorthand  notes  from  the  prepared  tran- 
script. Using  this  special  edition,  a final  validity  experi- 
ment was  carried  out  involving  approximately  100  end-of- 
second-year  students  in  Yonkers,  New  York.  In  this 
experiment,  one  letter  was  dictated  each  day  until  all  ten 
letters  had  been  completed.  The  shorthand  notes  were 
inscribed  on  the  bottom  half  of  the  page,  and  at  the  con- 
clusion of  the  dictation  the  pupils  first  corrected  the  tran- 
script appearing  in  the  upper  half  of  the  sheet.  This  was 
then  torn  off  and  passed  in  to  the  teacher.  Each  pupil 
then  made  a literal  transcript  of  her  notes  on  a separate 
sheet  of  paper  in  longhand.  The  ten  letters  compris- 
ing the  two  forms  were  administered  in  the  following 
order : 


Form  A,  Letter  1 
Form  A,  Letter  2 
Form  B,  Letter  1 
Form  B,  Letter  2 
Form  A,  Letter  3 


Form  B,  Letter  3 
Form  A,  Letter  4 
Form  B,  Letter  4 
Form  A,  Letter  5 
Form  B,  Letter  5 


All  of  the  literal  transcripts  involved  in  this  experiment 
were  scored  by  one  person,  as  well  as  most  of  the  correction 
forms.  The  remaining  scoring  was  done  by  experienced 
scorers  under  the  close  supervision  of  the  authors. 

The  results  of  the  analysis  of  the  data  from  this  experi- 
ment are  given  in  Table  2.  In  comparing  the  results  of 
this  experiment  with  the  results  obtained  in  the  earlier 
validity  tests,  it  is  interesting  to  note  that  the  reliability 
coefficients  by  the  two  methods,  as  determined  in  the  two 
experiments,  come  out  almost  exactly  the  same.  However, 
the  correlation  between  the  correction  form  and  the 
verbatim  form  is  considerably  higher  in  the  second  experi- 
ment. This  is  no  doubt  due,  in  part,  to  the  fact  that  the 
correlation  given  is  based  upon  all  ten  letters  in  the  second 
experiment.  When  the  reliability  of  the  total  test  — that 
is,  of  all  ten  letters  — is  estimated  by  means  of  the  Spear- 
man-Brown formula  for  both  methods  of  testing,  identical 


TABLE  2 

Summary  of  Final  Validity  Experiment  : Turse-Durost  Shorthand 
Achievement  Test 

Subjects:  100  End-of-Second-Year  Pupils,  High  School  of  Commerce, 
Yonkers,  New  York 

Correlation  of : 


Form  A : Correction  Form  with  Form  B : Correction  Form 78 

Form  A:  Verbatim  Form  with  Form  B : Verbatim  Form 79 

Form  A plus  Form  B : Correction  Form  with 
Form  A plus  Form  B : Verbatim  Form 89 

Reliability  of : 

Form  A plus  Form  B : Correction  Form  (Corrected  by  Spearman- 

Brown  Formula) 88 

Form  A plus  Form  B : Verbatim  Form  (Corrected  by  Spearman- 
Brown  Formula) 88 

Estimated  True  Correlation  of  Correction  and  Verbatim  Forms 

(Correction  for  Attenuation) .’ 1.00 


reliability  coefficients  of  .88  result.1  Using  this  value  in 
the  formula  for  correcting  for  attenuation  gives  an  estimated 
true  correlation  of  1.00  between  the  two  methods.  In 
other  words,  one  must  conclude  from  this  experiment  that 
the  two  methods  of  measuring  shorthand  achievement 
are  getting  at  fundamentally  identical  skills.  Conse- 
quently, if  one  is  willing  to  accept  a verbatim  transcript  of 
shorthand  notes  as  a valid  measure  of  achievement,  one 
must  by  the  same  logic  accept  the  correction  form  as  an 
equally  valid  measure  of  shorthand  achievement. 

Directions  for  Administering 

In  planning  a testing  schedule-,  allow  fifteen  or  twenty 
minutes  for  the  actual  dictation  and  thirty-five  minutes  for 
the  correction  of  the  transcript. 

Testees  should  be  supplied  with  pen  or  pencil,  an  eraser, 
and  several  sheets  of  shorthand  notebook  paper.  Two 
points  on  one  pencil  or  an  extra  pencil  or  pen  should  be 
available  in  case  of  emergency.  Examiner  should  use  a 
stop  watch  for  timing  the  dictation,  which  is  marked  off 
in  15  second  intervals. 

Do  not  dictate  spelling,  punctuation,  or  paragraphing,  or 
in  any  way  suggest  places  where  errors  will  occur. 

Pass  out  the  test  papers  and  then  say  : 

“Please  fill  in  the  information  called  for  at  the 
top  of  the  first  page.  Do  not  make  any  other 
marks  on  the  test  booklets  or  open  the  pages  until 
you  receive  further  instructions.” 

After  sufficient  time  has  been  allowed  for  securing  the 
information  required  on  the  cover  page,  say : 

“You  are  going  to  try  a new  type  of  shorthand 
transcription  test,  but  you  will  take  dictation  in 
the  usual  manner.  Do  not  give  up  at  any  time 
during  the  test,  but  get  as  much  of  the  dictation 
as  you  can.  In  order  that  you  may  understand 
directions  more  clearly,  you  will  all  take  a trial 
test.  I shall  read  the  correct  answers.  You  will 
then  score  your  own  paper.  You  may  then  ask 
questions  before  the  real  test  begins.  Get  ready 
for  the  trial  dictation.  Get  your  paper  or  note- 
book ready.  Pick  up  your  pen  or  pencil.  Take 
this  dictation  in  shorthand.  Ready  . . .?” 

Then  dictate  the  following  trial  test.  ' Dictate  slowly 
enough  so  that  everyone  gets  all  the  trial  dictation.  Per- 
mit no  interruptions  or  questions  while  dictation  is  in 
progress. 

Dictation  for  Trial  Test 

Dear  Sir:  Your  letter  arrived  yesterday  and  we 
are  sorry  you  can’t  attend  the  meeting.  Please 
do  not  worry,  for  we  shall  send  you  a list  of  all 

1 This  value  should  not  be  considered  comparable  to  the  split-half  co- 
efficients reported  on  page  2.  In  this  latter  case  a different  method  of 
splitting  the  material  was  used,  the  testing  was  spread  over  a longer  period 
of  time,  and  the  population  was  considerably  more  homogeneous. 
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the  topics  which  will  be  discussed  so  that  you  will 
know  what  took  place.  Let  us  know  if  you  will 
attend  the  meeting  next  week.  Yours  truly, 

After  the  trial  letter  is  dictated,  say  to  the  group : 

“Now  look  at  the  trial  test  copy  on  the  cover 
sheet  of  your  booklet.  Each  line  contains  one  or 
more  errors  or  omissions  in  punctuation,  spelling, 
or  context.  When  the  signal  is  given,  you  are  to 
compare  each  shorthand  outline  in  your  notes 
carefully  with  each  word  in  the  transcription  copy. 
Indicate,  in  longhand , the  necessary  corrections 
in  each  line  in  the  space  provided  in  the  right  mar- 
gin. Whenever  you  supply  punctuation  marks, 
write  also  the  word  which  precedes  or  includes 
the  mark.  In  all  other  corrections,  indicate  only 
the  correct  word  or  words  or  spelling  according  to 
your  notes.  Paragraphs  are  to  be  indicated  by 
a capital ‘P.’  Ready  . . .?  Go  ahead!” 

Allow  about  three  minutes  on  the  trial  test.  Then  read 
the  following  correct  answers  for  the  trial  test  or  write  them 
on  a blackboard  if  available.  Do  not  read  (or  write ) the 
material  in  parentheses.  This  is  for  the  examiner's  infor- 
mation. 


a. 

arrived 

(misspelling) 

b. 

can't  attend 

(apostrophe  and  “attend”  omitted) 

c. 

worry  send  top- 

(omission,  spelling,  syllabification) 

d. 

discussed 

(incorrect  word) 

e. 

place.  P will 

(paragraph  after  “place,”  incorrect 
word) 

f. 

the  Yours 

(incorrect  word,  capital  “y”  in 
“yours”) 

Answer  any  questions  testees  may  have  and  reemphasize 
the  following  directions : 

1.  Only  numbered  lines  at  the  right  are  to  be  used  for 
corrections. 

2.  Each  correction  must  be  made  in  longhand  on  its 
proper  line. 

3.  Punctuation  marks  must  be  indicated  by  writing  also 
the  word  which  precedes  or  includes  the  mark. 

4.  Paragraphs  are  to  be  indicated  by  a capital  “P.” 

5.  Capitalization  at  beginning  of  sentences  need  not  be 
indicated. 

6.  No  longhand  is  to  appear  in  the  notes  except  for 
figures  or  proper  names. 

7.  Write  answers  rapidly  but  not  carelessly.  Do  not 
take  too  much  time  for  items  which  seem  difficult  but 
skip  them  and  try  them  again  later  if  you  have  time. 


Dictation  for  Real  Test  (Form  A and  Form  B) 

The  following  letters  are  to  be  dictated  strictly  in  accordance  with  the  time  indicated  in  the  parentheses.  Note  that 
the  letters  are  timed  differently  for  first-year  and  for  second-year  students.  Be  sure  to  use  the  letters  with  the  appropriate 
timing.  Permit  no  questions  or  interruptions  during  the  dictation.  Do  not  indicate  punctuation  except  by  normal  voice 
inflection.  Dictate  all  five  letters  before  beginning  the  transcription.  Pause  ten  seconds  after  the  dictation  of  each  letter. 


FORM  A 


For  First-Year  Students 

I.  Gentlemen  : When  an  old  friend  suddenly  stops  calling 
(15  sec.)  it  becomes  a matter  of  great  concern  to  you. 
(30  sec.)  Frequently  you  entertain  the  thought  that  in 
(45  sec.)  some  way  you  have  been  at  fault.  That  (1  min.) 
is  what  we  fear  when  we  examine  our  records  and  find  that 
(1 : 15)  your  account  with  us  has  not  been  used  for  some 
time.  We  (1 : 30)  note  that  our  claim  for  the  automobile 
parts  which  were  lost  in  (1 : 45)  transit  still  remains  unset- 
tled and  that  there  is  a balance  accrued  in  (2 : 00)  your 
favor  of  $12.63.  In  adjusting  these  matters  it  would  be 
more  convenient  (2 : 15)  for  us  to  pay  the  amount  due  you 
and  have  our  claim  settled  by  a (2 : 30)  remittance  from 
you.  However,  it  will  be  agreeable  to  us  if  you  prefer  to 
forward  (2 : 45)  the  parts  just  mentioned.  May  we  count 
on  your  continued  friendly  business  relations  ? Yours  very 
truly,  (3 : 00) 


For  Second-Year  Students 

I.  Gentlemen  : When  an  old  friend  suddenly  stops  calling 
it  becomes  a matter  of  great  concern  (15  sec.)  to  you. 
Frequently  you  entertain  the  thought  that  in  some  way  you 
have  been  at  fault.  That  (30  sec.)  is  what  we  fear  when 
we  examine  our  records  and  find  that  yoifr  account  wTith  us 
has  not  (45  sec.)  been  used  for  some  time.  We  note  that 
our  claim  for  the  automobile  parts  which  were  lost  in  transit 
still  (1  min.)  remains  unsettled  and  that  there  is  a balance 
accrued  in  your  favor  of  $12.63.  In  adjusting  these  matters 
it  (1 : 15)  would  be  more  convenient  for  us  to  pay  the 
amount  due  you  and  have  our  claim  settled  by  a remittance 
from  you.  However,  (1 : 30)  it  will  be  agreeable  to  us  if 
you  prefer  to  forward  the  parts  just  mentioned.  May  we 
count  on  your  continued  friendly  business  relations  ? Yours 
very  truly,  (1 : 45) 
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FORM  A ( Continued ) 


For  First-Year  Students 


For  Second-Year  Students 


II.  Gentlemen  : We  are  very  sorry  to  learn  that  (25  sec.) 
the  articles  sold  you  last  month  did  not  (30  sec.)  come  up 
to  your  requirements.  Even  though  you  (45  sec.)  have 
used  part  of  the  order,  if  you  (1  min.)  will  return  the  cards, 
clips,  and  pencils,  we  shall  allow  you  credit  (1 : 15)  to  be 
applied  on  future  orders.  With  us  it  is  “Service  Always” 
— a (1 : 30)  motto  we  adopted  for  our  own  use  when 
we  began  business  thirty-three  years  ago.  (2  : 45)  Ideal 
products  have  been  leading  the  market  in  quality  ever  since 
that  (2:  00)  time.  Won’t  you  let  us  hear  from  you  soon 
regarding  this  order?  WTe  are  anxious  (2:  15)  to  clear  up 
the  matter  to  your  entire  satisfaction.  In  order  that  the 
(2 : 30)  adjustment  may  be  made  in  time  for  your  opening 
and  that  you  may  not  incur  (2 : 45)  financial  loss,  we  sug- 
gest that  you  use  the  enclosed  air  mail  card.  Respectfully, 
(3 : 00) 


II.  Gentlemen  : We  are  very  sorry  to  learn  that  the  articles 
sold  you  last  month  did  (15  sec.)  not  come  up  to  your  re- 
quirements. Even  though  you  have  used  part  of  the  order, 
if  you  (30  sec.)  will  return  the  cards,  clips,  and  pencils,  we 
shall  allow  you  credit  to  be  applied  on  future  orders. 
(45  sec.)  WTith  us  it  is  “Service  Always”  — a motto  we 
adopted  for  our  own  use  when  we  began  business  thirty- 
three  (2  min.)  years  ago.  Ideal  products  have  been  leading 
the  market  in  quality  ever  since  that  time.  Won’t  you  let 
us  hear  from  you  (2:  15)  soon  regarding  this  order?  We 
are  anxious  to  clear  up  the  matter  to  your  entire  satisfaction. 
In  order  that  the  adjustment  may  be  (2  : 30)  made  in  time 
for  your  opening  and  that  you  may  not  incur  financial  loss, 
we  suggest  that  you  use  the  enclosed  air  mail  card.  Re- 
spectfully, (2 : 45) 


III.  Dear  Sir : We  regret  to  learn  of  the  inconvenience 
(25  sec.)  caused  Smith  & Company  through  the  negligence 
of  an  (30  sec.)  employee.  However,  as  you  knew  that  our 
(45  sec.)  clerk  changed  both  the  quoted  and  catalog  prices, 
(2  min.)  you  should  have  reported  the  fact  immediately. 
Now  we  must  look  more  (2  : 25)  carefully  into  the  nature  of 
Smith  & Company’s  complaint  and,  if  the  (2  : 30)  circum- 
stances warrant  it,  we  shall  be  forced  to  allow  them  the 
reduction  (2  : 45)  of  40^  claimed  on  each  article  ordered. 
We  hope  that  this  error  (2  : 00)  will  not  cause  embarrassing 
personnel  changes  in  your  office  and  that  this  firm  will 
(2 : 15)  retain  its  prominent  place  on  our  list  of  satisfied 
customers.  Under  the  conditions  we  thought  (2 : 30)  it 
would  be  unnecessary  that  payment  be  made  on  the  small 
overdue  balance  on  their  (2 : 45)  October  invoice.  How- 
ever, the  September  and  August  orders  should  be  paid  in 
full.  Cordially  yours,  (3  : 00) 


III.  Dear  Sir : We  regret  to  learn  of  the  inconvenience 
caused  Smith  & Company  through  the  (25  sec.)  negligence 
of  an  employee.  However,  as  you  knew  that  our  clerk 
changed  both  the  quoted  and  catalog  (30  sec.)  prices,  you 
should  have  reported  the  fact  immediately.  Now  we  must 
look  more  carefully  into  the  nature  of  (45  sec.)  Smith  & 
Company’s  complaint  and,  if  the  circumstances  warrant  it, 
we  shall  be  forced  to  allow  them  the  reduction  of  (2  min.) 
40^  claimed  on  each  article  ordered.  We  hope  that  this 
error  will  not  cause  embarrassing  personnel  changes  in  your 
office  (2  : 25)  and  that  this  firm  will  retain  its  prominent 
place  on  our  list  of  satisfied  customers.  Under  the  condi- 
tions we  thought  it  would  be  (2  : 30)  unnecessary  that  pay- 
ment be  made  on  the  small  overdue  balance  on  their  October 
invoice.  However,  the  September  and  August  orders 
should  be  paid  in  full.  Cordially  yours,  (2  : 45) 


IV.  Dear  Sir : We  do  not  understand  how  you  (25  sec.) 
arrived  at  the  figure  indicated  as  the  net  proceeds  on 
(30  sec.)  the  consignment  shipment  made  to  you  on  August 
5.  (45  sec.)  We  have  a receipted  bill  in  our  possession 
showing  (2  min.)  payment  of  both  interest  and  principal  in 
full.  Recent  correspondence  discloses  that  (2  : 25)  you 
mistook  the  rebate  on  the  old  bill  to  be  20%  (2  : 30)  which 
really  was  2%.  We  regret  that  it  was  necessary  for  us 
jvjjP  (2  •'  45)  to  decline  your  blanket  offer  to  take  care  of  all  our 
wants.  (2 : 00)  We  feel  the  necessary  adaptation  cannot 
be  made  without  considerable  detriment  to  us.  However, 
please  (2  : 15)  feel  free  to  submit  an  alternate  plan.  If  such 
a plan  can  be  effected  whereby  (2 : 30)  serious  delays  may 
be  averted  and  if  all  legal  aspects  can  be  reviewed  by  our 
(2 : 45)  counsel,  we  may  reconsider  your  proposal.  With- 
out advice  from  him  we  cannot  act.  Yours  truly, 
(3 : 00)  I 


IV.  Dear  Sir : We  do  not  understand  how  you  arrived  at 
the-  figure  indicated  as  the  (25  sec.)  net  proceeds  on  the 
consignment  shipment  made  to  you  on  August  5.  We  have 
a receipted  bill  (30  sec.)  in  our  possession  showing  payment 
of  both  interest  and  principal  in  full.  Recent  correspond- 
ence discloses  that  you  mistook  (45  sec.)  the  rebate  on  the 
old  bill  to  be  20%  which  really  was  2%.  We  regret  that  it 
was  necessary  (2  min.)  for  us  to  decline  your  blanket  offer 
to  take  care  of  all  our  wants.  We  feel  the  necessary  adap- 
tation cannot  be  made  without  (2  : 25)  considerable  detri- 
ment to  us.  However,  please  feel  free  to  submit  an  alter- 
nate plan.  If  such  a plan  can  be  effected  whereby  serious 
delays  (2  : 30)  may  be  averted  and  if  all  legal  aspects  can  be 
reviewed  by  our  counsel,  we  may  reconsider  your  proposal. 
Without  advice  from  him  we  cannot  act.  Yours  truly, 
(1:45) 
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FORM  A 

For  First- Year  Students 

V.  Dear  Mr.  King : I am  sorry  to  see  (15  sec.)  that  Mr. 
Smith  was  suspended  for  his  consistently  (30  sec.)  irregular 
transfers  of  our  surplus  funds.  I have  (45  sec.)  reviewed 
the  correspondence  of  several  applicants  who  should  (1  min.) 
have  precedence  over  others  for  the  vacancy  now  created 
in  our  plant.  (1 : 15)  One  applicant  is  unusually  well 
recommended.  Furthermore,  he  is  specifically  qualified 
(. 1 : 30)  for  the  managerial  post  by  virtue  of  his  proved 
ability  to  anticipate  (1 : 45)  the  problems  of  overproduction 
and  because  of  his  knowledge  of  the  laws  (2 : 00)  passed  on 
the  recommendations  of  the  Board  of  Trade.  He  has  a 
similar  knowledge  of  stock  (2 : 15)  market  conditions. 
For  that  reason  I greatly  believe  he  will  consistently  oppose 
any  speculation  with  (2 : 30)  investors’  funds.  If  an 
interview  were  grafted  him  by  our  personnel  staff,  I am 
sure  (2 : 45)  it  would  reveal  other  desirable  qualifications 
which  did  make  him  valuable  to  all  of  his  former  employers. 
Yours  sincerely,  (3 : 00) 

F01 

For  First-Year  Students 

I.  Gentlemen : Two  thousand  customers  can’t  be  wrong. 
(15  sec.)  That  is  how  we  feel  every  time  one  of  them  (30  sec.) 
writes  of  the  remarkable  protection  and  wear  he  (45  sec.) 
is  receiving  from  the  Rover  tire.  Spring  will  soon  (1  min.) 
be  here ; vacation  plans  will  then  begin.  Your  car  (1 : 15) 
may  need  new  tires  to  insure  your  comfort  and  safety  on 
that  long  (1 : 30)  trip.  Why  not  let  Rover  tires  take  you 
there  ? Remember,  a money-back  (1 : 45)  guarantee  pro- 
tects you  if  Rover  tires  do  not  give  you  the  satisfaction 
(2 : 00)  we  promise.  A trade-in  allowance  can  be  made  on 
your  old  tires.  The  order  (2:15)  blank  you  will 'find 
enclosed  is  for  your  convenience.  We  suggest  that  you 
just  indicate  (2 : 30)  the  style  and  size  you  like  and  then 
mail  it  if  you  wish.  Your  order  (2  : 45)  will  be  immediately 
filled.  Motor  farther  and  safer  on  Rovers  — tires  supreme. 
Sincerely  yours,  (3 : 00) 

II.  Dear  Sir:  At  a recent  meeting  of  our  club  (15  sec.)  it 
was  decided  that  the  budget  for  the  (30  sec.)  coming  year 
would  be  increased  by  $200.  You  will  (45  sec.)  be  in- 
terested in  this  decision  because  otherwise  it  would  have 
been  necessary  (1  min.)  for  us  to  cancel  our  tentative  order 
placed  with  you  for  (1 : 15)  books  and  supplies.  Now  the 
order  may  be  officially  released,  shipment  to  be  (1 : 30) 
made  promptly 'via  the  New  York  Central  Railroad.  We 
are  taking  this  opportunity  (1 : 45)  to  remind  you  that  we 
made  a complaint  to  you  quite  some  time  past  (2 : 00) 
regarding  a mimeograph  which  you  sent  us  without  a feed 
roll  attachment  which  we  had  (2 : 15)  to  replace  at  our  own 
expense.  You  promised  repeatedly  that  this  complaint 
would  be  quickly  (2 : 30)  and  thoroughly  investigated  but 
no  action  has  yet  been  taken.  Will  you  please  adjust 
(2 : 45)  this  matter  soon  so  that  our  books  may  be  closed  for 
the  present  fiscal  period  ? Truly  yours,  (3 : 00) 


(Continued) 

For  Second-Year  Students 

Y.  Dear  Mr.  King : I am  sorry  to  see  that  Mr.  Smith  was 
suspended  for  his  consistently  (15  sec.)  irregular  transfers 
of  our  surplus  funds.  I have  reviewed  the  correspondence 
of  several  applicants  who  should  have  precedence  (30  sec.) 
over  others  for  the  vacancy  now  created  in  our  plant.  One 
applicant  is  unusually  well  recommended.  Furthermore, 
he  is  (45  sec.)  specifically  qualified  for  the  managerial  post 
by  virtue  of  his  proved  ability  to  anticipate  the  problems 
of  overproduction  and  because  (1  min.)  of  his  knowledge  of 
the  laws  passed  on  the  recommendations  of  the  Board  of 
Trade.  He  has  a similar  knowledge  of  stock  (1 : 15)  market 
conditions.  For  that  reason  I greatly  believe  he  will  con- 
sistently oppose  any  speculation  with  investors’  funds. 
If  an  interview  were  granted  him  (1 : 30)  by  our  personnel 
staff,  I am  sure  it  would  reveal  other  desirable  qualifications 
which  did  make  him  valuable  to  all  of  his  former  employers. 
Yours  sincerely,  (1 : 45) 

M B 

For  Second-Year  Students 

I.  Gentlemen  : Two  thousand  customers  can’t  be  wrong. 
That  is  how  we  feel  every  time  one  (15  sec.)  of  them  writes 
of  the  remarkable  protection  and  wear  he  is  receiving  from 
the  Rover  tire.  Spring  (30  sec.)  will  soon  be  here ; vaca- 
tion plans  will  then  begin.  Your  car  may  need  new  tires 
to  insure  your  (45  sec.)  comfort  and  safety  on  that  long 
trip.  Why  not  let  Rover  tires  take  you  there  ? Remember, 
a money-back  guarantee  (1  min.)  protects  you  if  Rover  tires 
do  not  give  you  the  satisfaction  we  promise.  A trade-in 
allowance  can  be  made  on  your  (1 : 15)  old  tires.  The 
order  blank  you  will  find  enclosed  is  for  your  convenience. 
We  suggest  that  you  just  indicate  the  style  and  size  (1 : 30) 
you  like  and  then  mail  it  if  you  wish.  Your  order  will  be 
immediately  filled.  Motor  farther  and  safer  on  Rovers  — 
tires  supreme.  Sincerely  yours,  (1 : 45) 

II.  Dear  Sir  : At  a recent  meeting  of  our  club  it  was  decided 
that  the  budget  for  (15  sec.)  the  coming  year  would  be 
increased  by  $200.  You  will  be  interested  in  this  decision 
because  otherwise  (30  sec.)  it  would  have  been  necessary 
for  us  to  cancel  our  tentative  order  placed  with  you  for 
books  and  supplies.  (45  sec.)  Now  the  order  may  be 
officially  released,  shipment  to  be  made  promptly  via  the 
New  York  Central  Railroad.  We  are  taking  this  (1 : 00) 
opportunity  to  remind  you  that  we  made  a complaint  to 
you  quite  some  time  past  regarding  a mimeograph  which 
you  sent  us  without  (1 : 15)  a feed  roll  attachment  which 
we  had  to  replace  at  our  own  expense.  You  promised 
repeatedly  that  this  complaint  would  be  quickly  and  thor- 
oughly (1 : 30)  investigated  but  no  action  has  yet  been 
taken.  Will  you  please  adjust  this  matter  soon  so  that  our 
books  may  be  closed  for  the  present  fiscal  period  ? Truly 
yours,  (1 : 45) 


Directions  for 


* FORM  B 

For  First-Year  Students 

III.  Dear  Sir  : According  to  reports  of  our  dealers,  (15  sec.) 
defects  have  been  encountered  in  the  sealing  of  (30  sec.)  our 
products.  Of  course,  the  problem  is  not  (45  sec.)  ours  alone 

$0  because  all  manufacturers  of  staple  articles  (1  min.)  have 
experienced  a similar  condition.  If  we  can  improve  the 
blend  of  our  (1 : 15)  stock  and  at  the  same  time  solve  our 
packaging  difficulties,  and  if  this  (1 : 30)  improvement  will 
not  be  attended  by  an  increase  in  price,  we  may  (1 : 45)  find 
a possible  solution  to  our  merchandising  problem.  I am 
sure  (2 : 00)  if  we  did  do  this,  it  would  be  to  the  advantage 
of  all  dealers  and  (2 : 15)  to  their  customers.  If  you  have 
any  suggestions  or  criticisms  regarding  this  matter,  (2 : 30) 
please  let  me  have  them  before  the  next  meeting  of  the 
executive  committee.  I am  (2 : 45)  returning  herewith 
your  financial  statement  which  has  been  formally  approved 
by  the  head  of  the  auditing  department.  Yours  truly, 
(3 : 00) 

IV.  Dear  Sir : Let  us  assure  you  that  the  (15  sec.)  delay 
in  acknowledging  your  report  is  regretted  exceedingly. 
(30  sec.)  However,  you  must  bear  in  mind  that  the  (45  sec.) 
financial  distress  in  our  city  is  now  greater  (1  min.)  than  it 
is  in  yours  and  that  the  same  unselfish  surveys  which  (1 : 15) 
you  have  made  for  our  corporation  in  the  past  must  be  con- 
tinued ( 1 : 30)  in  order  to  prevent  further  decline  in  busi- 
ness. We  are,  therefore,  sending  (1 : 45)  your  plan  to 
the  Board  of  Directors.  In  all  probability  unified  action 
(2 : 00)  will  be  taken  lest  the  plan  become  susceptible  to 
political  manipulation.  As  you  know,  (2 : 15)  the  speci- 
fications call  for  a superior  type  of  hook-up.  Therefore, 
we  must  postpone  the  (2 : 30)  undertaking  pending  the 
decision  of  the  electrical  experts  and  the  officials  of  the 
power  line.  (2 : 45)  We  must  insist  upon  an  inclusion  of 
their  statements  as  a part  of  your  proposal.  Truly  yours, 
(3 : 00) 

V.  Dear  Sir : As  a dealer  in  realty  you  (15  sec.)  are 
acquainted  with  the  problems  involved  in  attracting 
(30  sec.)  buyers.  Often  you  lose  a sale  because  a (45  sec.) 
roof  needs  resurfacing  or  because  a spare  room  (1  min.)  is 
lacking  or  because  the  needed  capital  is  not  available  to 
furnish  (1 : 15)  some  minor  repairs  or  adjustments  desired 
by  prospective  purchasers.  In  many  instances  (1 : 30)  you 
may  have  found  it  necessary  to  make  reversions  to  your 
former  rigid  (1  : 45)  policy  of  making  no  repairs  to  property 
for  sale.  Whatever  your  (2 : 00)  problem  may  be,  we  feel 
sure  you  can  profit  by  membership  in  our  cooperative 
union.  (2 : 15)  Our  sole  purpose  will  be  to  aid  anyone  who 
holds  membership  in  the  organization  in  (2 : 30)  dealing 
with  his  repair  problems.  The  enclosed  letter,  describing 
heat  resistants  and  other  building  materials,  (2 : 45)  will 
show  some  phases  of  the  various  types  of  service  we  attempt. 
Yours  truly,  (3 : 00) 
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III.  Dear  Sir  : According  to  reports  of  our  dealers,  defects 
have  been  encountered  in  the  sealing  of  (15  sec.)  our  prod- 
ucts. Of  course,  the  problem  is  not  ours  alone  because  all 
manufacturers  of  staple  articles  have  experienced  (30  sec.) 
a similar  condition.  If  we  can  improve  the  blend  of  our 
stock,  and  at  the  same  time  solve  (45  sec.)  our  packaging 
difficulties,  and  if  this  improvement  will  not  be  attended  by 
an  increase  in  price,  we  may  find  a (1 : 00)  possible  solution 
to  our  merchandising  problem.  I am  sure  if  we  did  do  this, 
it  would  be  to  the  advantage  of  all  (1 : 15)  dealers  and  to 
their  customers.  If  you  have  any  suggestions  or  criticisms 
regarding  this  matter,  please  let  me  have  them  before  the 
(1 : 30)  next  meeting  of  the  executive  committee.  I am 
returning  herewith  your  financial  statement  which  has  been 
formally  approved  by  the  head  of  the  auditing  department. 
Yours  truly,  (1 : 45) 

IV.  Dear  Sir  : Let  us  assure  you  that  the  delay  in  acknowl- 
edging your  report  is  regretted  exceedingly.  (15  sec.) 
However,  you  must  bear  in  mind  that  the  financial  distress 
in  our  city  is  now  greater  (30  sec.)  than  it  is  in  yours  and 
that  the  same  unselfish  surveys  which  you  have  made  for 
our  corporation  (45  sec.)  in  the  past  must  be  continued  in 
order  to  prevent  further  decline  in  business.  We  are, 
therefore,  sending  your  plan  to  the  (1  min.)  Board  of 
Directors.  In  all  probability  unifi6d  action  will  be  taken 
lest  the  plan  become  susceptible  to  political  manipulation. 
As  you  (1 : 15)  know,  the  specifications  call  for  a superior 
type  of  hook-up.  Therefore,  we  must  postpone  the  under- 
taking pending  the  decision  of  the  electrical  (1 : 30)  experts 
and  the  officials  of  the  power  line.  We  must  insist  upon  an 
inclusion  of  their  statements  as  a part  of  your  proposal. 
Truly  yours,  (1 : 45) 

• 

V.  Dear  Sir  : As  a dealer  in  realty  you  are  acquainted  with 
the  problems  involved  in  (15  sec.)  attracting  buyers.  Often 
you  lose  a sale  because  a roof  needs  resurfacing  or  because 
a spare  room  (30  sec.)  is  lacking  or  because  the  needed 
capital  is  not  available  to  furnish  some  minor  repairs  or 
adjustments  desired  (45  sec.)  by  prospective  purchasers. 
In  many  instances  you  may  have  found  it  necessary  to  make 
reversions  to  your  former  rigid  policy  (1 : 00)  of  making  no 
repairs  to  property  for  sale.  Whatever  your  problem  may 
be,  we  feel  sure  you  can  profit  by  membership  (1 : 15)  in  our 
cooperative  union.  Our  sole  purpose  will  be  to  aid  anyone 
who  holds  membership  in  the  organization  in  dealing  with 
his  repair  (1 : 30)  problems.  The  enclosed  letter,  describing 
heat  resistants  and  other  building  materials,  will  show  some 
phases  of  the  various  types  of  service  we  attempt.  Yours 
truly,  (1 : 45) 
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When  the  last  letter  has  been  dictated,  say  : 

“That  completes  the  dictation.  You  will  be 
allowed  seven  minutes  in  which  to  correct  the 
transcript  of  each  letter*from  your  notes.  Do  the 
best  you  can  with  each  letter.  If  you  complete  a 
letter  before  time  is  called,  go  right  on  to  the  next 
letter.  Ready!  Go!” 

At  the  end  of  the  first  seven  minutes  (and  at  fourteen, 
twenty-one,  and  twenty-eight  minutes)  say  : 

“Time  is  up.  Go  on  to  the  next  letter.” 

When  thirty-five  minutes  have  elapsed,  say  : 

“Stop.  Please  put  your  notes  inside  your  test 
booklets.” 

Then  collect  the  papers. 

/ 

Directions  for  Scoring 

A copy  of  the  Key  and  Directions  for  Scoring  is  included 
with  each  package  of  tests.  Complete  directions  for  using 
the  Key  appear  on  the  Key  itself. 

Interpretation  of  Results 

i 

Need  for  norms.  Raw  scores,  in  and  of  themselves,  are 
not  particularly  meaningful.  They  serve  to  arrange  pupils 
in  rank  order  of  their  achievement,  but  do  not  give  any 
indication  as  to  how  the  individual  stands  in  relation  to 
his  growth.  In  order  to  provide  such  information,  the 
Turse-Durost  Test  has  been  given  to  a large  number  of 
students  who  have  completed  one  or  two  years  of  shorthand, 
and  percentile  norms  corresponding  to  total  raw  scores 
are  provided  for  the  two  groups.  These  norms  are  found 
in  Table  3.1 

A percentile  rank  on  this  test  is  interpreted  in  the  usual 
way.  For  example,  if  a student  gets  a score  of  52  at  the 
end  of  one  year  of  instruction,  his  percentile  rank  will /be 
10,  which  means  that  10  per  cent  of  the  normative  groups 
made  scores  as  low  or  lower  than  52,  while  90  per  cent  of 
the  total  group  in  the  norm  population  exceeded  this  score. 
If  a student  finishing  two  years  of  instruction  obtains  a 
score  of  148  on  the  test,  his  percentile  rank  will  be  80, 
which  means  that  80  per  cent  of  the  second-year  group  have 
scores  as  low  or  lower  than  148',  while  20  per  cent  of  the 
group  exceeded  this  score.  Since  the  total  possible  score 
on  Form  A is  190  points,  it  can  be  seen  that  the  test  has 
sufficient  “top”;  that  is,  it  is  sufficiently  difficult, to 
measure  the  abilities  of  the  most  able  students  completing 
two  years  of  shorthand  instruction. 

Interpretiiu / subscores.  In  addition  to  total  score  on  the 
tests,  it  is  possible  to  derive  a subscore  in  each  of  the  three 
major  areas  covered  by  the  test  ; namely,  language  skill, 
shorthand  principles,  and  shorthand  penmanship.  Instruc- 
tions for  obtaining  these  subscores  are  given  on  the  scoring 

1 The  present  end-of-first-year  norms  are  based  upon  data  from  13  com- 
munities; an  equal  number  of  communities  cooperated  in  establishing 
the  norms  for  end-of-seeond-year  pupils.  While  these  norms  show  every 
internal  evidence  of  stability,  additional  data  will  be  gathered,  and  as  the 
need  becomes  evident,  revised  norms  will  be  issued. 


TABLE  3 

Percentile  Ranks  Corresponding  to  End-of-Year  Total 
Raw  Scores2 

Form  A 


TEST 

SCORE 

PERCENTILE 

1st  yr.  2nd  yr. 

TEST 

SCORE 

PERCENTILE 

1st  yr.  2nd  YR. 

TEST 

SCORE 

PERCENTILE 
1st  yr.  2nd  YR. 

15 

1 

07 

22 

1 

119 

78 

30 

10 

1 

08 

23 

1 

120 

79 

31 

17 

1 

09 

24 

1 

121 

80 

33 

18 

1 

70 

25 

1 

122 

81 

34 

19 

1 

71 

20 

1 1 

123 

82 

35 

20 

1 

72 

27 

1 

124 

83 

37 

21 

1 

73 

28 

2 

125 

84 

38 

22 

1 

74 

29 

2 

120 

85 

40 

23 

1 

75 

30 

2 

127 

80 

41 

24 

1 

70 

31 

2 

128 

87 

43 

25 

2 

77 

32 

2 

129 

88 

45 

20 

2 

78 

33 

2 

130 

89 

40 

27  ' 

2 

' 

79 

34 

3 

131 

89 

48 

28 

2 

80 

35 

3 

132 

90 

49 

29 

2 

81 

30 

3 

133 

91 

51 

30 

3 

82 

37 

s 3 

134 

91 

53 

31 

3 

83 

38 

3 

135 

92 

54 

32 

3 

84 

39 

4 

130 

93 

56 

33 

3 

85 

40 

4 

137 

93 

58 

34 

3 

80 

41 

4 

138 

94 

60 

35 

4 

87 

42 

4 

139 

94 

62 

30 

4 

88 

43 

5 

140 

95 

64 

37 

4 

89 

45 

5 

141 

95 

66 

38 

4 

90 

40 

5 

142 

90 

08 

39 

4 

91 

47 

0 

143 

90 

70 

40 

5 

92 

48 

0 

144 

97 

72 

41 

5 _ 

93 

49 

7 

145 

97 

74 

42 

5 

94 

50 

7 

140 

97 

70 

, 43  ' 

0 

95 

51 

8 

147 

97 

78 

44 

0 

90 

52 

8 

148 

98 

80 

45 

0 

97 

53 

9 

149 

98 

82 

40 

7 

98 

' 54 

9 

150 

98 

83 

47 

7 

99 

55 

10 

151 

98 

85 

48 

8 

100 

50 

10 

152 

99 

80 

49 

8 

101 

58 

11 

153 

99 

87 

50 

9 

102 

59 

12 

154 

99 

89 

51 

9 

l 

103 

00 

12 

155 

99 

90 

52 

10 

104 

01 

13 

150 

99 

91 

53 

11 

105 

02 

14 

157 

99.5 

92 

54 

11 

100 

03 

15 

158 

92 

55 

12 

107 

04 

10 

159 

93 

50 

12 

108 

05 

17 

100 

94 

57 

13 

109 

07 

18 

101 

95 

58 

14 

110 

08 

19 

102 

90 

59 

15 

111 

09 

20 

103 

97 

GO 

15 

1 

112 

70 

21 

104 

98 

01 

10 

1 

113 

71 

22 

105 

99 

02 

17 

1 

114 

72 

23 

100 

99 

03 

18 

.1 

115 

73 

25 

107 

99 

04 

19 

1 

110 

75 

20 

108 

99.5 

05 

20 

t 

117 

70 

27 

109 

99.5 

00 

21 

1 

118 

77 

28 

170 

99.5 

key.  The  use  of  these 'subscores  is  optional,  but  it  greatly 
enhances  the  diagnostic  value  of  the  test  if  they  are 
employed. 

The  authors  do  not  feel  that  the  subscores  are  sufficiently 
reliable  to  justify  setting  up  percentile  norms  in  each  of 
the  three  areas.  Letter  ratings  have  been  established,  how- 
ever, and  assigned  on  the  basis  of  the  normal  curve  of 

2 These  percentile  norms  apply  to  the  total  test  score  on  Form  A only. 
Comparable  percentile  norms  for  Form  B will  be  issued  later  when  the 
equivalence  of  the  forms  has  been  more  satisfactorily  established. 
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distribution.  The  ratings  include  five  levels  of  ability : 
A,  B,  C,  D,  and  E.  C is  average  performance  and  includes 
individuals,  plus  and  minus  one-half  standard  deviation 
from  the  mean.  In  the  normal  curve  this  would  include 
about  38  per  cent  of  the  cases.  A letter  rating  of  B or  D 
would  be  assigned  to  24  per  cent  of  the  cases  respectively ; 
i.e.,  to  individuals  from  one-half  to  one  and  one-half 
standard  deviation  above  or  below  the  mean.  Ratings  of 
A or  E would  be  assigned  to  approximately  7 per  cent ; this 
includes  individuals  who  deviate  from  the  mean  by  more 
than  one  and  one-half  standard  deviation.  The  scores 
corresponding  to  these  letter  ratings  are  indicated  in  Table  4. 


TABLE  4 

Letter  Rating  Corresponding  to  Part  Score  : Form  A 


RATING 

SCORE 

CORRESPONDING  TO  RATING 

RATING 

FIRST  YEAR 

SECOND  YEAR 

Part  I 

Part  II 

Part  III 

Part  I 

Part  II 

Part  III 

E = Failing 

0-2 

0-5 

0-34 

0-7 

0-11 

0-70 

E 

D = Borderline 

3-5 

6-11 

35-58 

8-11 

12-17 

71-91 

D 

C = Average  . 

6-9 

12-17 

59-86 

12-15 

18-21 

92-107 

C 

B = High  Aver. 

10-14 

18-22 

87-104 

16-19 

22-25 

108-116 

B 

A = Superior  . 

15+ 

23+ 

105+ 

20+ 

26+ 

117+ 

A 

Suggestions  for  using  the  test  results.  If  the  Turse-Durost 
Test  is  given  at  the  end  of  one  year  of  instruction,  perhaps 
its  major  usefulness  will  be  (1)  to  determine  those  students 
who  should  drop  shorthand  and  (2)  to  section  those 
students  who  will  continue  the  study  of  shorthand  during 
the  second  year.  It  is  impossible  to  say  in  any  dogmatic 
way  what  percentile  rank  should  be  obtained  by  a student 
to  justify  his  continuing  the  study  of  shorthand  ; it  depends 
upon  the  local  situation.  However,  under  conditions 
existing  in  many  communities,  the  proportion  of  those 
advised  to  drop  shorthand  will  be  very  high,  in  some 
instances  amounting  to  more  than  50  per  cent  of  the  group 
who  had  begun  the  study  of  shorthand.  The  most  reason- 
able procedure  in  such  a situation  is  to  limit  advanced 
instruction  to  that  number  of  pupils  who  have  a reasonably 
good  chance  of  being  absqrbed  by  industry  and  commerce 
at  the  completion  of  their  course  of  study.  In  many  situa- 
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tions  available  facilities  will  determine  those  pupils  who 
should  continue  the  study  of  shorthand.  But  regardless 
of  the  basis  of  deciding  how  many  pupils  can  be  accom- 
modated or  should  be  accommodated  for  advanced  study, 
the  test  results  will  afford  an  objective  basis  for  eliminating 
those  who  should  not  continue. 

If  subscores  have  not  been  obtained  on  the  first  scoring 
of  the  test  papers,  such  scores  should  be  obtained  for  those 
pupils  who  are  to  continue  the  study  of  shorthand  a second 
year.  With  this  information  available,  the  teacher  is  then 
able  to  plan  her  work  to  meet  the  needs  of  the  individuals 
in  her  classes.  Special  remedial  instruction  should  be  given 
to  all  pupils  whose  letter  ratings  in  a given  area  are  D or  E. 
Those  pupils  who  receive  a rating  of  C in  any  one  or  more 
of  the  subareas  should  be  warned  to  give  special  attention 
to  the  area  or  areas  in  question.  Pupils  whose  ratings  are 
B or  A can  be  assumed  to  have  satisfactory  performance  in 
the  areas  in  question  and  attention  can  be  concentrated  on 
the  development  of  skill. 

In  interpreting  the  test  results  for  second-year  pupils, 
the  major  emphasis  should  be  put  upon  the  total  score. 
Individuals  making  scores  in  the  top  20  to  25  per  cent  of 
the  group  according  to  the  national  norms  probably  are 
capable  of  going  directly  to  commercial  or  industrial  work, 
but  those  pupils  whose  scores  fall  below  the  75th  percentile 
’ will  probably  find  difficulty  in  holding  stenographic  positions 
in  the  business  world.  If  these  individuals  are  determined 
to  seek  employment  as  stenographers,  their  tests  should 
be  scored  diagnostically,  and  if  possible  in  the  time  available 
special  remedial  instruction  should  be  given  in  the  subareas 
where  the  students  are  weakest.  This  should  be  followed 
by  intensive  drill  and  practice  until  they  can  achieve  scores 
equaling  or  exceeding  the  75th  percentile  on  the  test.  1 
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